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CIVILIAN PERSONNEL 
POLICIES AND PROCEDURES 
FOREWORD 


Manpower is my most precious commodity. Because you -- dedicated 
and skilled civilians -- comprise the overwhelming portion of manpower 
resourcec throughout the United States Army Materiel Command, my basic 
civilian personnel policy is readily apparent. Your welfare, your 
aspirations and your careers are inseparably mine. You have my loyalty. 

I require and expect yours. Together we will succeed in our common en- 
deavor: To Insure that the United States Army is the best equipped in 
the world. 

In this, the initial issuance of AMC Regulation 690-3, you will 
find various policies, rules and regulations promulgated by statute, 
the Civil Service Commission and the Department of the Army, Effective 
civilian personnel management requires that all such policies and pro- 
cedures be applied uniformly. Supplementary command Instructions will 
be issued in this regulation only when such action is necessitated to 
assure consistent application throughout the U. S. Army Materiel Command, 

Your continuing support of these AMC policies is requested, including 
Che submission of constructive recommendations for appropriate additions 
or changes to this regulation. 



Lieutenant General, USA 
(tommanding 
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ADMINISTRATIVE REFERENCES 


War Department and Department of the 
Army Orders and Circulars 


Section 


I 


Section I 

DA General Orders 32, I 956 - Responsibility for Civilian 
Personnel Management in the Army Establishment 

RESPONSIBILITY FOR CIVILIAN PERSONNEL MANAGEMENT IN THE ARMY ESTABLISHMENT - 

DA GENERAL ORDERS 32, I 956 

3» Delega tion of authority . Section II, paragraph 2, DA General 
Orders 23, 1962, amends paragraph 3, DA General Orders 32, I 956 , subject: 
Responsibility for Civilian Personnel Management in the Army Establish- 
ment, by adding subparagraph k as follows: 

"k. The Commanding General, U.S. Army Materiel Command, for 
the activities under his command." 

RESPONSIBILITY FOR CIVILIAN PERSONNEL MANAGEMENT THROUGHOUT THE U.S. 

ARMY MATERIEL COMMAND (Added) 

Delegation to m ajor subordinate nnnmiflnda. Authority for civilian 
personnel management has been delegated by letter dated 2 August I 963 
(see app I) to the commanders of major subordinate commands, with authority 
to redelegate. In exercising this authority, the commanders are enjoined 
to insure strict compliance with the objectives and policies specified 
in DA General Orders 32, 1956 (see DA CPR A2.1), and in AR 10-20. 

2. Delegati on to AMC installations and activities . Authority for 
civilian personnel management has also been delegated to commanders of 
separate activities and Installations reporting directly to the Commanding 
General, AMC, by letter dated 2 August 1963. ISee app I.) In exercising 
this authority, the commanders are enjoined to insiire strict compliance 
with the objectives and policies specified in DA General Orders 32, I 956 
(see DA CPR A2.1), and in AR 10-20. Staff supervision over, and assistance 
in, the application of this authority is provided by the Director of 
Personnel and Training, AMC. 
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recommendations by major subordinate commands, installations, and 

ACTIVITIES (Added) 

Implementation . Within the AMG, issuance of supplementary civilian 
personnel instructions will be governed by the policy set forth in 
AMCR 690-2. Permanent instructions will be Issued as chapters of AMCR 
690-3J nonpermanent instructions will be Issued in the form of AMC 
circulars. Whenever oommanders of AMC major subordinate commands or 
of separate installations or activities reporting directly to Headquarters, 
AMC consider that a need exists for the publication of additional AMC 
instructions to supplement DA GPR's, they will forward recommendations 
to that effect, together with reasons therefor, to the Commanding 
General, AMC, ATTN: AMCPT-C, for appropriate action. 
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HEADQUARTERS 

UNITED STATES ARMY MATERIEL COMMAND 
WASHINGTON 2S. D.C. 

AM®T-CE g /jue 1963 

SUBJECT: Delegation of Authority for Civilian Personnel Management 

TO: See Distribution 


1. References: 

a. DA General Order No, 23, 1962, Section II, Paragraph 2* 
subject: **U. S, Army Materiel Command, Washington, D, C.’’* 

b. DA General Order No. 32, 1956, subject: "Responsibility 
for Civilian Personnel Management in the Army Establishment", 

c. AR 10-20, 1957, subject: "Civilian Personnel Adminis- 
tration**. 

2. The authority for carrying out the civilian personnel program 
of the Department of the Army within the framework of common policies, 
procedures, and other program requirements prescribed for establishment- 
wide use, delegated by references la and lb, is hereby redelegated to 
the Commanders of U. S. Army Materiel Command Major Subordinate Commands, 
with authority to redelegate in accordance with the provisions of para- 
graph A, reference lb, but in no event below the Ckimmanding Officer of 

an Independent field activity. Likewise, this aforementioned authority 
is hereby redelegated to the Commanders of installations and activities 
reporting direct to the Commanding General, U. S, Army Materiel Command, 
without further power of redelegation, 

3. All prior delegations of authority for civilian personnel 
management are hereby superseded. 


DISTRIBUTION: (f. S. EESSON, JR. 

B Lieutenant General, USA 

Commanding 
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DEPARTMENT OF THE ARMY CIVILIAN PERSONNEL POLICY 
FORMULATION AND ISSUANCE SYSTEM 

S ubchapter 

Civilian Personnel Issuances 2 

Civilian Personnel Recruiting Literature 4 

Subchapter 2 

CIVILIAN PERSONNEL ISSUANCES 

Paragraph 

Component Parts of the Issuance System 2-2 

Job Evaluation and Qualifications Standards 2-3 

2- 2. a. C ivilian Personnel Regulations (CPR ), (Added) When required to 
supplement policies and procedures contained in DA CPR’s, or in some 
instances in DA Civilian Personnel Procedures Manual No* 1, Headquarters, 
AMC , will issue supplemental guidance in AMCR 690-3. The supplemental 
guidance will be in the form of chapters of AMCR 690-3, numbered to 
correspond to the DA CPR or section of CPPM No* 1 which they supplement. 
The AMC guidance will be effective upon receipt unless another date is 
shown. In the absence of supplementary issuances, the provisions of 
the DA CPR*s will be applied as published. Within AMC there will be no 
duplication in civilian personnel issuances of any type ; supplementary 
civilian personnel instructions will not be issued by major subordinate 
commands unless specifically required by AMCR 690-3. Supplementary local 
operating procedures may be issued by AMC major subordinate commands, 
installations, and activities, but only if they are required to assist 
managers and supervisors in the local application of policies and pro- 
cedures set forth in DA CPR»s and AMCR 690-3. 

2-2. e. Distribution . (Added) Any request from an operating official 
or private individual for copies of these publications will be routed 
to the civilian personnel office for advice before the request is honored. 

2-3. Job Evaluation and Qualifications Standards . (Added) 

See appendix I to this chapter. 
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Subchapter 4 

CIVILIAN PERSONNEL EECRUITING LITERATURE 

4 . 3 . ss« 

recruitment J.-. -nd activitlee may be authorlzod 

ordl..M oo-and. “J sJScSlc n..d., to b® 
to develop appropriate ccmeeming the brochta^* 

O-inaio* 0.O..O.X, 

AMC, ATTN: AMCPT-CR. 
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APPENDK I 

REVIEW OF DRAFT CIVIL SERVICE COMMISSION 
CLASSIFICATION AND QUALIFICATION STANDARDS 

1. References , a. DA CPR 10^ 25 March i960, Tentative Classification 
and Qualification Standards. 

b. FPM Bulletin No. 271-4» 18 March 1963, Classification and 
Qualification Standards Program, and subsequent issues. 

2. This appendix establishes procedures for the formulation of AMC 
comments on draft U. S. Civil Service Ccmmission (USCSC) classification 
and qualification standards. 

3. The Chief , Civilian Personnel Division, Directorate of Personnel 
and Training, Headquarters, AMC, is responsible for the development and 
presentation to Headquarters, DA, of comments on USCSC standards. AMC 
major subordinate commands, installations, and activities will not submit 
comments on such standards to the USCSC or to Headquarters, DA, 

4. The USCSC standards program consists of the following elements: 

a. Determination of the need for new or revised standards. 

b. Planning and scheduling standards work. 

c* Publication of the schedule of standards work. 

d. Standards 8tud7, including on-site study of typical Jobs and 
work processes. 

e. Preparation and distribution of draft standards. 

f . Review of conments on draft standards. 

g. Revision and publication of standards. 

5. Headquarters, AMC, and AMO major subordinate commands, installations, 

and activities will participate in the USCSC standards program by: 

a. Recoamendlng the publication of new or revised standards that 
will facilitate the aocomplisfament of the AMC mission. 

b. Assisting in USCSC standards study by furnishing requested 
information. 

c. Facilitating study of Jobs and work processes at AMC 
installations and activities ly IKCSC representatives. 
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d. Preparing, after careful review, comments on draft USCSC 
standards . 

6, The following procedures will be followed: 

a. R.e cominending new or revised standards . Each major subordinate 
command, installation, and activity will be alert to the need for new or 
revised USCSG standards. As needs are detected, recommendations for stand- 
ards work will be made through command channels* These recommendations 
will include a cbncisa statement explaining the inadequacy of the present 
standard structure, and how that structure is adversely affecting mission 
accomplishment. When work on standards in more than one occupational 
series is recommended, the relative importance of each series standard 
should be shown. 

b. Comments on new or revised standards . The USCSC distributes 
drafts of revised standards directly to AMC major subordinate commands, 
installations, and activities for comment. The USCSC distribution is made 
in accordance with a list previously furnished the USCSC. This list is 
developed by Headquarters, DA, based on AMC recommendations. Only a 
limited number of draft standards are available for distribution. It is 
important that installations and activities selected to prepare comments 
represent an adequate cross-section of job situations and problems. It 
is also important that installation personnel demonstrate the ability to 
prepare clear, concise, and pertinent comments. 

(1) As the USCSC establishes schedules for standards work, 
it publishes these schedules in an PPM Bulletin (para lb, this appendix). 
Within 3 weeks of the receipt of a revised USCSC standards schedule: 

(a) Commanders of major subordinate commands will 
furnish the Commanding General, AMC, ATTN: AMCPT-CP, a proposed list, 

by series code, of installations and activities that should submit comments 
on each forthcoming draft standard. 

(b) Commanders of installations and activities with 
operating civilian personnel offices that report directly to Headquarters, 
AMC, will furnish the Commanding General, AMC, ATTN: AMCPT-CP, a list, 
by series code, of the forthcoming draft standards on which they desire 

to comment. 

(2) The Director of Personnel and Training, Headquarters, 

AMC, will furnish major subordinate commands with a list that will show 

the installations and other activities receiving draft standards for comment 

(3) Commanders of installations and activities are responsible 
'ewing draft standards and preparing comments. Concerned operating 

I and subject matter specialists will participate fully in the revic 
Comments should follow the outline provided in the reference citec 
iph la, this appendix. 
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(4) Comnianders of major subordinate commands will 
«,view comments received from their subordinate installations and acti^ 
vities and prepare consolidated comments that represent the position of 
the command • 


(5) Commanders of major subordinate commands, and 
installations and activities reporting directly to Headquarters, AMC, 
will dispatch their comments not later than 25 calendar days prior to 
the date shown on the draft standard. 
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CHAPTER A7 
APPOINTMENTS 


Section 


General provisions 1 

Competitive appointments 2 

Noncompetitive appointments 3 

Appointments to positions 

excepted from the competitive 

service ^ 

Appointment of college and 

university faculty members by 

AMC laboratories (added) 6 

Employment of i^atent advisers (added) 7 


Section 1 

GENERAL PROVISIONS 


Paragraph 

Special classes of positions 1-6 (added) 

SPECIAL CLASSES OF POSITIONS 

-6a(l) Authority , (a) Appointments of civilian aircraft pilots are 
Dverned by paragraph 8) AR 95- 1,, which provides that the Commanding 
eneral, AMC, may authorize civilians to pilot Army aircraft. 

(b) The Commanding General, AMC, has designated the Director 
nd the Deputy Director of Personnel and Training, AMC, to act for him 
n authorizing civilians to pilot Army aircraft. 

(2) Policy . It is AMC policy to authorize civilians to pilot Army 
ircraft on request when military Army aviators are not available to 
erform essential test, training, administrative, or ferrying flights, 

(3) Procedure ♦ (a) Commanders of AMC commands, installations, 

nd activities who need civilians to pilot Army aircraft will forward 
equests to the Commanding General, AMC, ATTN: AMCPT-C, through command 
hannels. Requests will include the following material: 

Position descriptions, to include statements as to the 
mount of time spent in the piloting of Army aircraft, the types of 
drcraft to be piloted, and the types of flights to be flown. 
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2. Statements as to the availability of military Array aviators 
to pilot Army aircraft. 

3. Evidence that the civilians under consideration have currentl 
effective FAA certificates for the types of aircraft and operations involved an 
have passed current acceptable physical examinations. 

(b) These procedures apply to cases in which it is desired to 
authorize civilian employees, or Department of Army contractor employees, to 
pilot Army aircraft^and to new appointments. In new appointments, where 
candidates have not been selected, (a)^ above may be omitted; however, prior 
to effecting the appointments, possession of currently effective FAA certi- 
ficates and physical examinations will be verified. 

(c) When it is necessary to replace civilian Army aircraft pilots, 
new requests, as described above, are not required. In these instances it is 
only necessary to verify that the individuals selected to replace the civilian 
Army aircraft pilots have currently effective FAA certificates and physical 
examinations. 


Section 2 

COMPETITIVE APPOINTMENTS 


Paragraph 

•Temporary limited appointments 2-4 

Term appointments 2-6 (added) 

TEMPORARY LIMITED APPOINTMENTS 

2-4a(2) For discussion of use of this type of appointment by AMC laboratories 
for members of university and college faculties, see section- 6. 

2-4b(4) See chapter A-11, paragraph l-2b(3). 


TERM APPOINTMENTS 

2-6« The use of the new type of term appointment provides an excellent oppor- 
tunity for staffing of situations of special nature such as research and 
development projects, special projects lasting longer than a year, etc. The 
use of this authority is encouraged within AMC for positions at all appro- 
priate grade levels and can be particularly effective in filling research, 
f } and development positions in the exempt supergrade category. Informa- 
tion required by Change 2, CPR A7, will be submitted to the Commanding General. 
AMC, ATTN; AMCPT-CR, for review. (For further discussion, see also Sec. 6, 
Appointment of College and University Faculty Members by AMC Laboratories.) 
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Section 3 

NONCOMPETITIVE APPOINTMENTS 

Paragraph 

Temporary limited appointments 3-4 

TEMPORARY LIMITED APPOINTMENTS 

3- 4b(l) See chapter A-ll , paragraph L-2b(3), 

Section 4 

APPOINTMENTS TO POSITIONS EXCEPTED FROM THE COMPETITIVE SERVICE 

Paragraph 

General 4-1 

Temporary excepted appointments 4-5 

GENERAL 

4- la. See chapter A-ll, paragraph l-2b(3), 

TEMPORARY EXCEPTED APPOINTMENTS 
4-5. See chapter A-il, paragraph l-2b(3). 


Section 6 (added) 

APPOINTMENT OF COLLEGE AND UNIVERSITY 
FACULTY MEMBERS BY AMC LABORATORIES 


6"I* Purpose , This section outlines the AMC policy with respect to temporary 
term or limited appointments of college and university faculty members by AMC 
laboratories, 

6-2, Statement of policy , AMC pcMcy recognizes the many outstanding 
advantages to^ be obtained by AMC research and development activities by closer 
association with the scientific and engineering elements of American colleges 
and universities. The span of scientific and engineering manpower requirements within 
the Laboratories of the U.S* Army Materiel Command Is very broad, and includes a 
majority of the 8cien^^f*lc and engineering disciplines existing in our 
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colleges and universities. In addition, these laboratories are excep^-^^^ 
well equipped with scientific apparatus and well supported with shops 
other facilities -‘in many cases to a greater degree than the averag^i 
college or university. Because of the mutual advantages involved, t t 
AMC policy to encourage employment, under established procedures, o£ 
college and university faculty members who are. on "sabbatical leave" 
or other leave for a temporary period, to carry out research projects _ 
within the AMC laboratory as mutually agreed upon by the school admi-tix 
the faculty member, and the technical director of the laboratory coiitieii- 

6-3. Eligibility requirements . Persons appointed under this program must 
be citizens of the United States. Applicants must have completed t ir , 

or possess experience, equivalent to that represented by a doctorate 
science or engineering prior to appointment by the laboratory. It is 
also important that the candidate have demonstrated superior ability l:or 
creative research. 

6-4. Publicity . AMC laboratories should take advantage of every 
opportunity to publicize this program, particularly in the course o£ 
monitoring Army contracts at applicable schools or in conjunction w± tr-h 
other professional contacts which laboratory personnel may have wltli 
college faculties. Laboratories are further encouraged to publiciase 
local programs through the use of brochures, flyers, or other written 
media as appropriate. In addition to providing the usual information 
on Location, applicant qualifications, and conditions of appointment, it 
is especially important that these written media highlight the various 
areas of investigation which may be open to the applicant as well as tlie 
laboratory facilities which are available to conduct the research. 

6-5. Selection of appointees . All preliminary negotiations with f&culty 
candidates who apply under this program will be handled by the appropx*iate 
laboratory concerned. However, if it is desired to recommend designation 
of any candidate by the Commanding General, U.S. Army Materiel Command « as aft 
AMC Visiting Research (or Engineering) Professor, the following data muat 
be submitted to the Office of the Chief Scientist, Headquarters, U.S • Army 
Materiel Command. 

a. Brief biographical sketch of the applicant. 

b. Statement of applicant's educational and professional expexrdLenoe, 

c. List of selected publications. 

d. Description of applicant's area of interest and the project 
proposed for Investigation. 
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e. Statement by the president (or other responsible official) 
of the college or university that a leave of absence for the faculty member 
would have approval of the institution concerned. 

f. Following approval by Headquarters, AJ^C, final selection and 
notification of the applicant will be handled by the technical director 

of the laboratory through his servicing civilian personnel office. 

Tenure of appointment should be arranged to start preferably within 
one year after selection; however, the starting date may be adjusted 
to the mutual convenience of the individual, his employing institution, 
and the u.S. Army laboratory. 

6-6. Space authorization . Normally it is expected that the appointee 
will be hired against an existing vacancy at the installation; however, 
an over-ceiling space may be authorized by Headquarters, AMC, providing 
it meets the criteria outlined in Commanding General's letter of 
6 March 1964, subject: Policy on Over-Ceiling Hiring of Outstanding 

Scientific Personnel by AMC Laboratories. 

6-7. Appointing authority . Two types of appointing authorities are 
applicable under this program. 

a. Temporary limited appointments. As described in Federal Personnel 
Manual (FPM), chapter 316. Subchapter 4-9a permits the hiring of college 
faculty up to a period of one year without regard to registers of eligibles. 

b. Term appointments . As described in FPM, chapter 316. Subchapter 
3- la permits the hiring of scientists and engineers where the need 

for services is clearly of a project nature and will extend beyond a 
period of 1 year but not in excess of 4 years. Requests for approval 
to utilize this type of appointment will be submitted to the Deputy 
Chief of Staff for Personnel, DA, thrft the Commanding General, 4MC, 

ATTN: AMCPT-CR, in accordance with Change 2 to DA Civilian Personnel 
Regulation A7 , 

Note . In any case where the employee has been designated as an AMC 
Visiting Research (or Engineering) Professor, any change in the original 
conditions of employment (such as termination of the appointment prior 
to the originally scheduled date, dropping or substantially changing 
the nature of the research project, etc.) must be submitted to ♦•he Office 
of the Chief Scientist, Headquarters, AMC, for prior approval. 
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Section 7 (added) 

EMPLOYMENT OF PATENT ADVISERS 

7-1, Employment of patent advisers , a. Scope . This section 
sets forth the policies and procedures governing the recruitment, 
selection, and appointment of patent advisers throughout the U.S. Army 
Materiel Command (AMG), and the reemployment, promotion, transfer, and 
reassignment of such patent advisers. These policies and procedures are 
supplementary to and do not supersede DA Civilian Personnel Regulations 
as applicable, 

b, Definition . The term '’patent service” refers to the furnishing 
of patent services and advice on patents, inventions, data, copyrights, 
trademarks, royalty payments, and similar matters. 

c. Responsibility . Professional patent service for AMC will be 
furnished by personnel occupying patent attorney and patent adviser 
positions. The patent services provided by patent advisers will be 
integrated, coordinated, and supervised professionally by the AMC General 
Counsel. He will be responsible for achieving and maintaining, as far 

as practicable, uniformity in the application of patent principles within 
AMC. 

7-2. Qualifying authority . All personnel actions involving patent 
advisers in the AMC complex are subject to prior approval by the AMC 
General Counsel. The AMC General Counsel may require a personal 
Interview with the patent adviser affected prior to approving the 
proposed personnel action. A personal interview by either the AMC 
General Counsel or some person designated by him from the Patent Law 
Division will generally be required prior to approval of the initial 
appointment of a patent adviser to a position In the AMC complex. 

7-3. Recruitment and selection , a. Office of the General Counsel . 
Selection and appointment of patent advisers in Headquarters, AMC, will 
be made by the Assistant General Counsel for Patents or his designee, 
subject to approval by the AMC General Counsel. 

b. Field patent advisers . Subject to the approval of the AMC 
General Counsel, patent advisers will be selected by the chief patent 
counsel or counsel of the major subordinate command, installation, or 
activity to which assigned, as appropriate, only in those instances 
where the "patent service’* referred to in paragraph 7-1. b is an 
assigned function of the chief counsel or patent counsel, In all other 
Instances selection will be by the commander or his designee of the 
command or installation involved, subject to approval by the AMC General 
Counsel . 
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c* The AMC General Counsel . The AMC General Counsel will be 
advised promptly through channels of any vacancy in the position of 
patent adviser in major subordinate commands » installations, and 
activities. Assistance will be given by the AMC General Counsel in 
recruiting for such positions and in evaluating applicants, 

g.r,iQt. approval requirements , a. Employment or promotion . The 
appointing officer requesting approval of the employment or promotion 
of an AMC patent adviser will submit a written evaluation by the patent 
counsel of the professional qualifications of the candidate. This 
evaluation will be concurred in by the chief counsel or counsel of the 
command, installation, or activity (or, if appropriate, by the commander 
or his designee). In the case of promotion, this evaluation should set 
forth the basis for the proposed promotion. In either case, the 
nomination request should include a copy of Standard Form 57 for the 
nominee and a copy of the job description for the proposed assignment. 

h. Nomination . In the case of nomination to fill positions in 
grades GS-13 and above, evidence must be submitted to show that the 
availability of these positions has been made known to all AMC offices, 
and that consideration has been given to all applications received from 
patent advisers in those offices. 
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CHAPTER A7 
Section 8 (Added) 
YOUTH OPPORTUNITY CAMPAIGN 


Paragraph 


Purpose -- — 7-1 

Policy 7-2 

General — 7-3 


7-1. Purpose . The purpose of this chapter is to recognize the social 
ills that result from the idleness of youth and set forth the U.S. Amy 
Materiel Command (AMC) policy with regard to Youth Opportunity Programs. 

7-2. Policy . Full use will be made of all resources and appointing 
authorities in support of programs designed to provide employment, work 
experience, and skills development for the youth of our country. 

7-3. General . It is essential that Youth Opportxmity Programs Incorporate 
the following elements to assure the greatest measure of success: 

a. Cooperate with and enlist the support of local organizations 

to assure that these employment opportunities are made known and available 
to those who need them most because of their economic and educational 
disadvantages. 

b. Display an attitude and create an atmosphere of helpfulness 
toward the youths so that they will be encouraged to make the most of the 
opportunity, 

c. Conduct initial and followup orientation sessions covering 
local, command, and Army organization and missions, 

d. Provide such additional information that will make assignments 
meaningful and enable individual to see a useful product resulting from 
his efforts. 

e. Explain the various occupational fields and opportunities in 
such a manner as to stimulate and motivate toward further development 
and careers in the Federal service. 

f. Carefully appraise performance and progress and furnish necessary 
counsel and guidance. Emphasis should be placed on the effect that this 
year's perfoomiance will have on subsequent employment opportunities. 
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CHAPTER A8 

EMPLOYMENT OF ATTORNEYS 

Section 

General provisions 1 

Standards and requirements 2 

Section I 

GENERAL PROVISIONS 

Paragraphs 


Scope smd basic provisions 1-1 
Qualifying authority 1-2 
Recruitment and selection 1-3 
Perfonnance appraisal of attorneys 1-5 


SCOPE AND BASIC PROVISIONS 
Scope 

1-1. a. (l) This chapter sets forth the special policies and procedtares 
governing the recruitment, selection, and appointment of attorneys to 
perform business and commercial law functions throughout the U.S. Army 
Materiel Command (AMC), and the reemployment, promotion, transfer, and 
reassignment of such attorneys. Tliese policies and procedures are supple- 
mentary to, euid do, not supersede, DA CPR A8, ESnoployment of Attorneys, 
and other DA Civilian Personnel Regtilations, as applicable. 

Definition . The term "legal services" refers to the furnishing 
of legal sez'vlces and advice in the field of business and commercial law 
relating to the acquisition, custody, management, transportation, taxation, 
and disposal of real and personal property} the procurement of services} 
research and development} patents, inventions, trademarks, royalty payments, 
and similar matters} claims, litigation, and appeals arising from contracts} 
and budgetary appropriations, accounting, auditing, and related fiscal 
matters. 

(3) Responsibility . Legal services for AMC shall be provided only 
by personnel occ\q>ying attorney positions* The legal services provided by 
attorneys of AMC be Integrated, coordinated, and supervised profession- 

ally by the AMC General Counsel. Re shall be responsible for achieving and 
maintaining, so far as practicable, uniformity in the application of legal 
principles within AMC. 
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, , V /k^ oraanization of AMC leg^ system. The AMC General Counsel is 
of' ^e legal syetem for ^C> Inclu ding direct supervision of 
Se Omce of the SnerL Counsel, Headquarters, AMC. Chief counsels 
heads of legal offices in the major subordinate commands, and 

bA activities reporting directly to Headquarters, AMC. 
in Instaliat loooi r.f'-Plces of other installations and acti- 

Z “f a ^ ™sea for the field activity 

lid be responsible to the commander subject to the profession^ 

^SSon of tS Generea Counsel. Each head of a leeal office is the 
iSSrSSsL to the oonmnnd and ulU not be placed orsanieationally 
iuSn a oubordinate unit or denied direct access to the head of the 

activity* 

QUALIFYING AUTHORITY 

o (^\ 'Fhfi AMC Lecal Personnel Committee shall consist of the AMC Genere 
^S;e;i^h?shall ae? as 6h.ii^, ^d two 

eSSU°stoU hf peSSied iradd^urto re^larly assi^ed 
lutSt! m^mate nembers nay be appointed by the General Couhsel to 
serve in the absence of regular members. 

(2) All personnel actions subject to 

prior approval of the ,Chalr»«n, ,1C legal Personnel Oomattee. 

'The AMC Legal Personnel Committee may require a personal inter 

(3) The AML rerbuiii anoroving any proposed personnel 

“ulrS Jr^frlrthe w^ovSTf the initial appoiatnent of an attorney to 
a position in the A!C legal system. 

recruitment and selection 

nor, -Thg* General Counsel. The General Counsel of AiMC shall be 
ieiicted^SHn^liTted by“^he Commanding General, AMC. 

„ 4 .U neavio-voi Cmmsel. Selection and appointment to 

posiiion7r/As6ist^L uenerux i^^S^on^anStig oLeSL, AMC. 

Headquarters, AMC, shaii oe ma y 
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e. Chief counsels and counsels of major subordinate commandB) 
Installations, and activities . 

(l) Chief counsels of major subordinate commands and of 
Lnstallations and activities reporting directly to Headquarters, AMC, 

■rill be appointed by the commanders concerned, after consultation with the AMC 
3eneral Counsel and receipt of written approval of the action by the 
Chairman of the .AMC Legal Personnel Committee. Counsels of other installa- 
tions and activities will be appointed by the commanders concerned, after 
lonsultation, through channels, with the General Counsel and receipt of 
written approval of the action by the Chairman of the AMC Legal Personnel 
Committee. 

(&) The General Counsel will be advised promptly, through 
channels, of any vacancy in the positions of chief counsel or coxinsel 
Ln major subordinate commands, installations, and activities. Assistance 
fill be given by the General Counsel in recruiting for such positions and 
Ln evaluating applicants. 

f. Field attorneys . Attorneys other than those specified in e 
ibove shall be selected by the chief counsel or counsel of the major 
subordinate command. Installation, or activity to which assigned, as 
ippropriate, subject to the approval reqviired by e above. 


PERFORMANCE APPRAISALS OF ATTORNEYS 

L-5*a. CPR P-4, Performance Appraisal, applies to performance appraisals 
of attorneys in AMC. 

b. An additional requirement concerning chief coxinsels and counsels 
Ln AMC is a professional evaluation which shall be attached to the perform- 
ince appraisal. 

(1) For chief covmsels, the professional evaluation will be 
Forwarded by the General Counsel to the commander of the command, 
installation, or activity on his request. 

( 2 ) For coxinsels, the professional evaluation will be furnished 
oy the appropriate chief counsel to the commander of the installation or 
ictivity on his request. 
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Section 2 


STANDARDS AND REQUIREMENTS 


Paragraphs 


Prior approval requirements 
Securing prior approval of qualifying 


authority 


2-3 

2-4 


PRIOR APPROVAL REQUIREMENTS 

2-? a. (4) For promotions of AMC attorneys, except the promotion of 

fm pr<«tlo„ will lubndt a bitten ^ 

Officer reque g pp^ counsel or counsel of the appropriate command 
S activity, of the professional qualifications of the 
attorney, setting forth the basis for the nomination of the indivldun 
recommended. 

2-3 c The qualifying authority will require, in the case of nomine 
tions'to fill positions in grades GS-13, GS-14, and GS-15; evidence 
fltiiiabilitv of these positions has been made known to all 
« omctraS^a? laLraUon aaa been given to aU appllcatloi 
received from attorneys in those offices. 

SECURING PRIOR APPROVAL Of QUALIFYING AUTHORITY 

2-4 a (l) The letter requesting authority to employ the attorney wl 
Include or attach a written evaluation by the chief counsel or counn 
of the professional qualifications of the candidate* 
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CHAPTER A9 

EMPLOYMENT OF EXPERTS AND CONSULTANTS 

Section 

General provisions 1 

Employment under Act of 2 August 1946 3 

Appendix 1. Report of Consultants and Experts (Reports Control 
Symbol AMCPT-107) 


Section 1 

GENERAL PROVISIONS 


Rate of compensation 


Paragraph 

1-5 


Determination of Amount 

1-5. b. (Added) As a minimum, the following information will be submitted 
to support a request to the Director of Personnel and Training, Headquarters, 
AMC, for approval of a GS-16, -17, or -18 salary rate for an expert or con- 
sultant performing professional duties of the type normally included in non- 
quota scientific positions: 

(1) Name of consultant or expert. 

(2) Date of birth. 

(3) Brief description of duties to be performed. 

(4) Brief description of prospective employee's qualifications. 

(5) Justification for proposed salary rate, in detail, including the 
prospective employee's private industry salary; his usual private industry 
fee for expert or consultative services, if applicable, and any other Inforraf 
tlon that would assist in justifying the proposed salary rate. Such requests 
should be marked for the attention of AMCPT-CR. 


Section 3 


EMPLOYMENT UNDER ACT OF 2 AUGUST 1946 
Other records to be maintained 


Paragraph 

3-6 


Consolidated Data on Use of Experts and Consultants 


3-6.b. (Added) To respond to requests from the Assistant Secretary 
of Defense (Manpower) , reports will be due semiannually to reach the 
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Commanding General, AMC, ATTN; AMCPT-CR, on or before 20 January and 
20 July in accordance with the format in appendix I (Reports Control 
Symbol AMCPT-L07). The report for 31 December will cover the period 1 
July to 31 December of the fiscal year. The 30 June report will cover thi 
entire fiscal year from 1 July to 30 June. Reports should include pertin 
ent data on each consultant or expert hired and/or terminated during the 
reporting period. If terminated during the reporting period, the date of 
termination should be shown. Also, if change in rate of compensation has 
occurred, the date and new rate should be shown. 

Standard Forms 50 (Notification of Personnel Action) for experts and con- 
sultants and copies of descriptions of duties they will perform will be 
forwarded to the Comrrfanding General, AMC, ATTN: AMCPT-CR. 
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CHAPTER All 

EMPLOYMENT OF ANNUITANTS 


Section 

General provisions 1 

Section 1 

GENERAL PROVISIONS 

Paragraph 

Eligibility for employment 1-2 

Employment status 1-6 

ELIGIBILITY FOR EMPLOYMENT 

Annuitants Age 70 or older 

l-2b(3) Requests for prior approval to employ or extend appointments 
of annuitants age 70 or over must reach Headquarters, AMC, at least 45 
days prior to the desired effective date. Each justification will 
include, in addition to the requirements Indicated in paragraph l-2b, 
the following: 

(a) What specific effort has been made locally to use training 
as a means of producing a qualified candidate for the position in 
question. 

(b) What use of training of a replacement is contemplated prior 
to the expiration date of the annuitant's employment if the current 
request is approved by the Department of the Army. 

EMPLOYMENT STATUS 

Annuity Continued 

l-6b(3) Reference is CPR PI. 2-5 rather than CPR PI. 2-4. 
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CHAPTER C4 
CONVERSIONS 


Conversion based on inclusion of 

position in the Competitive Service 


Section 


2 


Section 2 


DETERMINING BASIC ELIGIBILITY 


Basic eligibility 


Paragraph 

2-1 


FORM AND CONTENT OF LETTER REQUESTS FOR DECISION 

2-1. c. (Added) Letter requests for decision of the central office of 
the Civil Service Commission requesting that the incumbents of certain 
ositions that were brought into the competitive service may be given 
areer or career-conditional appointments will be transmitted to the 
omraanding General, AMC, ATTN: AMCPT-CR, in five copies, and will 
nclude the following information: 

(1) Copies of appropriate pages of contracts for those positions 
hat are to be converted: 

(a) Date of original contract. 

(b) Date latest contract was executed and date it terminates. 

(c) Statement of work being performed under the contract. 

(d) Citation of U.S, Code under which the current contract 
»as negotiated and awarded. 

(2) Affidavit signed by officer in charge, or other responsible 
ifficial, to the effect that the functions to be converted are continuing 
’ederal functions, 

(3) Names of the employees assigned to the positions to be converted, 
:ith their contractor position titles and pay rates, and length of service 
lith the contractors on these functions. (Only contractor employees with 

i months or more service are eligible for conversion.) 

(4) A list of the Civil Service positions to be established, with 
;heir series and grades. (It is preferred that information in (3) above 
ind in this paragraph be combined. If this information is combined, it 

.s recognized that conversions will require meeting Civil Service Commission 
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qualification requirements and that conversions, as initially planned, 
are only estimates and changes probably will occur.) 

(5) proposed date of takeover of contract functions. 

(6) A statement to be completed as follows: 

’’The contract was negotiated under authority of U.S* Code 
and has been in effect since > and will expire on 

(7) A statement outlining the effect this conversion will have on 
the contractor, i.e., put him out of business, reduce his scope of 
operations, etc. 

(8) Job sheets for the new Civil Service positions, if available ; 
otherwise, general statements as to the work to be performed by the 
various groups of employees. 
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CHAPTER CPI 


CAREER MAN AGEMENT^ -BASIC POLICIES AND REQUIREMENTS 


General provisions 
Appraisal and counseling 
Registration, referral, and selection 

Section 1 

GENERAL PROVISIONS 


Objectives 

Authorities and responsibilities 


Section 


1 

3 

4 


Paragraph 
1-2 (Added) 
1-4 (Added) 


Objectives ^ (Added) A third objective is to increase the number of 
college graduates at both the baccalaureate and advanced degree level in 
all technical positions, GS-5 and above, with increased emphasis on degrees 
at GS-12 level and above* A corollary objective is to provide continuing 
opportunity and encouragement, with the most liberal interpretations of 
existing applicable policies, to motivate employees to complete their 
requirements at the undergraduate and graduate levels as required for the 
performance of their present or anticipated duties. Operating officials 
are required to make every effort to create an atmosphere conducive for 
employees to develop professionally. 

l-4,f. (Added) 

( 1) The Director of Personnel and Training, Headquarters. AMC , 

is responsible to the Commanding General, U.S. Army Materiel Command (AMC) , 
for the overall implementation and administration of the Department of the 
Army Civilian Career Management Program throughout the command. 

(2) The Chief, Civilian Personnel Division, Directorate of 
Personnel and Training, Headquarters. AMC , will: 

(a) Provide technical guidance and staff assistance regard- 
ing the Department of the Army Civilian Career Management Program to the 
Commanding General, AMC, and his staff, and provide staff assistance to 
major subordinate commands, and Installations and activities reporting 
directly to Headquarters, AMC, 
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(b) Formulate and maintain AMC Civilian Career Management 
Program policies and programs and supervise the implementation of Army- 
wide and AMC-wlde Civilian Career Field Programs throughout AMC. 

(c) Establish civilian career management committees for 
each Civilian Career Field Program to insure functional awareness, 
Involvement, and support of plans for recruitment, appraisal, counseling, 
and planned progression in appropriate occupational areas. 

(d) Supervise the maintenance of central qualification 
Inventory files and administer command-wide referral and placement 
activities. 


(e) Evaluate the effectiveness of the AMC Civilian Career 
Management Program throughout the command. 

1-4. i, (Added) A civilian career management committee will be 
established for each Army-wide and command-wide Civilian Career Field 
Program. Within the framework of the AMC Civilian' Career Management 
Program, each civilian career management committee will provide technical 
guidance and support in the development and maintenance of a high-qunlity 
and effective work force as follows: 

(1) Review training needs for input personnel and plans for ^ 
their recruitment and placement within subordinate commands and activities 

(2) Provide the command review of annual employee performance 
and career appraisals. 

(3) Provide qualified personnel to serve on ad hoc committees 
for the development of lists of best-qualified personnel for referral 
action at mandatory referral levels. 

(4) Review and support the need for spaces and funds as requlroc 
for input and long-term training. 

(5) Provide advice and guidance to improve the quality and 
effectiveness of the career program. 

1-4. j. (Added) Each Civilian Career Management Committee will 
sonslst of appropriate managers and senior functional area personnel 
.ncluding the Command Civilian Personnel Office or his designee, 
leetlngs will he held semiannually, as a minimum, with a planned agenda. 

?he chairman of the committee will normally be the director of the 
’unctional area having the largest population of civilian employees 
severed by the Civilian Career Field Program. In view of the functional 
ilsperaal of the registrants in each Civilian Career Field Program and 
:he need to provide adequate representation, the Civilian Career Manage- 
nent Committee will serve as, and carry out the responsibilities of, the 
Doimnand Civilian Career Field Program Coordinator. 
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Section 3 

APPRAISAL AND COUNSELING 


Paragraph 

Recording appraisal data 3-5. b. (Added) 

3-5.b, (Added) Progress in meeting targets of the plan for continuing 
eduaction (para 4-7. h. (5) below) will be reported and analyzed in part Bla, 
section II, DA Form 2302-4 (Employee Performance and Career Appraisal) on 
all subsequent appraisals. 


Section 4 

REGISTRATION, REFERRAL, AND SELECTION 


Paragraph 

Mandatory referral 
Registrations and changes 
Selecting candidates 
AMC Talent Bank 


4-2.a.(5) (Added) 
4-4. c. (Added) 
4-7. (Added) 

4-9. 


4-2. a. (5) (Added) Mandatory referral procedures and exceptions thereto 
will also apply to AMC GS-14 and -15 vacancies not presently covered by 
established career programs. All selections to AMC positions are subject 
to prior review and approval by Headquarters, AMC. 

(a) For all GS-14 and -15 vacancies to which it is desired to 
apply the exceptions listed in CPR CPI, 4-2.b.(l), (2), (3), (4), and (6), 
the DA Form 2302 (Qualification Record-Civilian Personnel) and a current 
copy of DA Form 2302-4, where applicable, will be forwarded to the Commanding 
General, AMC, ATTN: AMCPT-CP, together with the data required for tables 

of distribution and allowances (TDA) review of the vacancies. 

(b) All other GS-14 and -15 vacancies will be subject to the 
development of referral listings as outlined in CPR-CPl. For this purpose, 
the provisions of paragraphs 4-7. h., and 4-9.e.(4)(a) in this chapter will 
apply. Requests will be forwarded to the Commanding General, AMC, ATTN: 
AMCPT-CM. 


REGISTRATIONS AND CHANGES 

4.4.C. (Added) Controls will be established to assure that completion of 
each phase of the plan of continuing education for selected nondegree 
employees (para 4-7. h. (5)) is recorded in the official personnel folder and 
reported on DA Form 2302. 
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SELECTING CANDIDATES 

4-7. (Added) Consistent with the provisions of FPM 338-15, it is AMC 
policy that, in making selections for internal placement from among those 
identified as best qualified on the referral listing, the selecting 
official will give significant weight to related education, as evidenced 
by possession of a baccalaureate degree when filling GS-14 positions and 
the possession of an advanced degree when filling GS-15 positions, even 
though the qualifications are above the minimum required by the U.S* Civil 
Service Commission (USCSC) for that position. 

4-7. h. (Added) The following procedure will be followed in AMC reviews 
of candidates programed for selection to GS-14 and -15 vacancies. 

(1) For all vacancies in project management offices, completed 
DA Forms 2302-2 and attached records of listed candidates with summary 
justification of the proposed selection will be reforwarded to the Commanding 
General, AMC, ATTN: AMCPT-CM, for prior review and approval at the Command 
Group level. 

(2) For all other vacancies including those in positions not 
presently covered by established career programs: 

(a) Selection of candidates listed in DA Form 2302-2 who 
have appropriate educational qualities, as evidenced by possession of a 
baccalaureate degree, do not require further review and approval at Head- 
quarters, AMC, level. 

(b) Proposed selection of candidates listed on DA Form 2302-2 
who do not fall in the categories described in (a) above will require prior 
review and approval of Headquarters, AMC. In such instances, the applicable 
DA Form 2302-2, SF 57 (Application for Federal Employment) and AMC For’m 1320 
(Career Program Referral Listing), and/or DA Form 2302-5 (Career Employee 
Record) for all best qualified candidates, together with appropriate 
justification for the selection, will be forwarded to the Commanding 
General, AMC, ATTN: AMCPT-CM. 

(3) Exceptions to the education requirements stated above will bo 
granted in applicable cases of reduction In force, demotion to lower grade . 
through no fault of the employee, reemployment from employment priority list 
evidence of singularly outstanding recognition as indicated by outstanding ^ 
performance ratings and other high level recognition awards, licenses and 
registration, publications, and similar standards. 

(4) Exceptions will also be made in those cases where a managetriGnt ■ 
employee plan for continuing education has been developed. Managers should 
identify their high-potential employees and encourage their participation ^ 
in achieving a higher level of educational accomplishment. This plan 
should include enrollment in educational courses either off-duty or on- 
duty that will contribute to the professional growth of the employee with 
respect to his present position and future potential. Since advancing 
technology, both in the scientific and management areas, requires an ever 
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increasing awareness of modem concepts and approaches, this plan should 
reflect as an objective, the development of well-educated, currently 
informed employees who can meet the challenge of ever changing sophisti- 
cated systems. Although applicable regulations preclude the selection 
and assignment of employees for training through non-Goverament facilities 
for the sole purpose of providing the employee with an opportunity to 
obtain an academic degree, as stated by the USCSC in FPM 4l0.5-2b(2), 
this prohibition should not be construed as limiting the authority of 
commanders to assign employees to training, when the training is for the 
purpose of developing skills, abilities, and knowledge that relate to 
their present and future career assignments. It is the policy of AMC 
to use this authority for training in non-Govemment facilities to the 
maximum possible extent. If in the accomplishment of such training an 
employee does receive an academic degree, this is considered as merely 
an incidental by-product of the required training. 

(5) The fulfilment of the plan described in (4) above is a joint 
responsibility of management and the employee, directed to increasing 
the educational level of the work force to better enable employees to 
meet the dynamic changes of modem technology. It is imperative, there- 
fore, that managers continually assess the efforts of employees to 
insure steady progress is being made toward the desired objective of the 
plan. This assessment will include periodic counseling and analysis, 
which will be documented in the official personnel folder of employees. 

As a minimum, this documentation will consist of the annual submission of 
an updated SF 58 (Supplemental Experience and Qualification Statement) 
reflecting the completion of courses included in the plan. In addition, 
appropriate documentation will be recorded during the appraisal process, 
pursuant to paragraph 3-5.b. Such documentation will provide management 
with a better knowledge of the advancement of the work force and contribute 
to an assessment of the future potential of the employee. 
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THE AMC TALENT BANK 


Subparagraph 


Purpose and scope* 4-9.a 
Applicable forms and regulations 4-9. b 
Content and coverage 4-9, c 
Responsibilities 4-9. d 
Utilization 4-9. e 
Maintenance 4-9. f 
Retention, of records* 4-9.g 
References 4-9. h 


Purpose and scope . (1) The AMC Talent Bank is established to 
provide a central inventory of civilian personnel skills in specified 
areas of particular importance to command mission accomplishment. 
Submission of required data is mandatory. Data contained in the AMC 
Talent Bank will be used in support of work force analyses and 
functional studies applicable to the maintenance and improvement of the 
civilian administrative, managerial, professional, scientific, technical, 
and engineering work force in the AMC complex. Utilization of the data 
will include, but not be limited to: 


Work Force Resource Studies • 

Skills Inventory Analyses. 

Retirement Patterns and Projections. 
Educational Level Studies. 

Performance and Capability Studies. 
Training and Development Requirements. 
Recruitment Planning. 

Program Evaluation . 


Inventory^Fll^LJ^iata requlrerby Cpf CPl^to^b f ^ Qualification 

cc^and level. As such^ Z^^MC T^Ilfnt Zl.Vu pr ^ d 

source for career referral program support. central 
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(3) This portion of the regulation defines operational concepts 
and corainand relationships for administering and utilizing the AMC Talent 
Bank. These Instructions apply to all elements in the AMC complex. 

4.9.b. Applicable forms and regulations . (l) DA Form 2302 (Qualification 
Record-Civilian Personnel) (CPR CPI). 

(2) DA Form 2302-2 (Request for Referral List) (CPR CPl). 

(3) DA Form 2302-4 (Employee Performance and Career Appraisal) 
(CPR CPI). 

(4) AMCPT Form 34 (Distribution of Career Program Personnel) 

(for use within Headquarters, AMC, only). 

(5) AMC Form 1320 (Career Program Referral Listing) (AMCR 18-1). 

(6) AMC Form 1276 (Career Program Referral Listings Request) 

(fig 1). 

(7) AMC Form 1449 (Required Career Program Training) (fig 2). 
(This reporting requirement has been determined exempt from reports control 
by the AMC Reports Control Officer under the provisions of para 39g, 

AR 335-15.) (To be completed by careerists in program requiring training.) 

4-9.C. Content and coverage . (1) Data on the following employees will 
be maintained in the AMC Talent Bank: 

(a) All AMC employees in the classified service, GS-5 and 
above, occupying positions other than clerical and secretarial. 

(b) AMC Wage Board employees eligible for Inclusion in any 
of the Army Civilian Career Programs. 

(c) All Army employees in grade GS-13 and above, who are 
eligible for enrollment in the Army Civilian Career Program for Engineers 
and Scientists and are registered with the Commanding General, AMC, in 
accordance with CPR 950-18, Army Civilian Career Program for Engineers 
and Scientists. 


CPl-7 



AMCR 690-3, C47 


(d) All Army employees in grade GS-7 and above who apply 
and are accepted for referral consideration in accordance with CPR CP 2, 
Army Civilian Career System for Staffing Project Management Offices. 


(e) All oversea employees in grade GS-5 and above who make 
application for referral consideration under CPR CP1.4.-2. 


(2) The AMC Talent Bank will contain: 

(a) For each employee covered: all Information provided 
for on DA Form 2302. 


(b) For each AMC career program registrant: courses 
completed as required by the appropriate career field or program and 
documented on AMC Form 1449, 


(c) For each career program registrant eligible for 
career referral to vacancies at mandatory levels; selected information 

frorn DA Form 2302-4, as indicated in AMCR 18-1. Mandatory levels 
are indicated belA«r* ^ 


Career field 


AMC employees Other Army employees 


Project Management 

Civilian Personnel Adm. 

Comptroller 

Safety 

Supply 

Procurement 

Quality Control 

Education and Training 

Equipment Specialist 

Engineering and Scientist 

Intelligence 

Attorney 

Librarian 


GS-7 and above 

GS-9 " 

rr 

GS-11 " 

ir 

GS-9 " 

II 

GS-11 " 

TT 

GS-11 " 

M 

GS-11 " 

tl 

GS-9 " 

11 

GS-11 " 

II 

GS-11 " 

Tl 

GS-9 " 

II 

GS-7 " 

M 

GS-7 " 

It 


GS-7 and above. 


GS-13 and above. 


Hstd be^^^^^i^CpT^^'M employee responsibilities are 

are outlined in AMCR 18-1. * ^ Pi*ocedural responsibilities 
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(1) The Chief, Civilian Personnel Division, Directorate of 
Personnel and Training, AMC , is responsible for overall direction and 
administration of the AMC Talent Bank including content, coverage, and 
utilization. 

^2) Each servicing civilian personnel officer is responsible 
for the accuracy of required data on serviced employees, Including non- 
AMC employees indicated in paragraph 4-9.c.(l)(c) and(d), and for the 
submission of such data to the appropriate servicing machine records 
activity. This responsibility for submission of required data on all 
covered employees applies whether or not the employees submit DA 
Forms 2302. 

(3) The Chief, Career ManaRement and Development Branch . 

Civilian Personnel Division., Directorate of Personnel and Tralnine , AMC . 
is responsible for reviewing and forwarding data, and changes thereto, 
for all other career program-eligible non-AMC employees to the Chief, 

AMC Data Center, ATTN: AMCMS-D, for key punching and inclusion of the 
data in the AMC Talent Bank. 

^ The Chief, AMC Data Center. Headquarters, AMC; and the heads 
of servicing machine records activities are responsible for the functions 
described in AMCR 18-1. 

(5) Supervisors at all levels are responsible for advising and 
assisting applicable employees to register In the AMC Talent Bank. They 
will also inform employees of the need for accuracy and timeliness in 
submitting changes to the AMC Talent Bank. 

All covered AMC employees are responsible for completing 
DA Forms 2302. Instructions for completing DA Form 2302, and changes thereto, 
are described in CPR CPl. For the current position only, the State and/ 
or country, command, and installation code, as listed in AMCR 18-1, will 
be typed above the alphabetical description of the "Duty Station" on DA 
Form 2302. 

Utilization , (1) The AMC Talent Bank will be used primarily in 

support of command-wide civilian personnel administration and management. 
Priority will be given to work force composition and skills studies; 
career management studies; education, training, and development require- 
ments; retirement and recruitment studies; development of listings for 
referral and other purposes; and similar needs of the Command Civilian 
Personnel Program. Data will be made available for management studies, 
such as the evaluation of functional and organizational effectiveness, 
for work force support capability analyses, and for manpower studies prior 
to base closures, reorganizations, etc. 
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(2) Requests for talent bank data will be made, in writing, 

to the Commanding General, AMC, ATTN: AMCPT-CM Such requests must be 
soecific as to purpose and urgency, the data needed, and , 

required. A sample of the format desired will also be submitted. 

(3) Priorities for requests for talent bank data will be estab- 
lished bv the Chief, Civilian Personnel Division. Directorate of 
Lrsonnel and Training, AMC. Every effort will be made to standardize 
requirements so that programing effort is held to an absolute minimum. ■ 

(4) Listed below are types of machine data that are supplied 
on a recurring basis: 

(a) Career Program Referral Listings Requests (AMC Forms 

will be submitted by the servicing civilian ’ ’"aMCl't-Vm « 

channels, in duplicate, to the Commanding General, AMC, ATTN. A , ^ ^ 
ExLnt for levels and skills specifically delegated in this regulation J. 
maio? sLordinate commands and installations, AMC Form 1276 (for 
at the mandatory referral levels) will be submitted with DA Form ^ 

and a copy of the job description. For vacancies at mandatory 
tevets spLlticallJ delegated 1„ this regulation, courtesy • 

command-wide or subordinate- command- wi de , as requested , 

will be provided. Other courtesy screenings will be provided su5j<.!C. 

availability of machine time. 

(b) Alphabetical Locator Listings, by command and iuHtal) 

tlon, by servicing civilian personnel office, and/or by series, . 

and experience code of present position. These listings include addl L 
information, such as educational level, year of birth, and service , 

computation date, and are provided automatically on an annual ba.sis l.c> 
applicable staff and servicing civilian personnel offices. 

(c) Age and length of service numerical data by gi.'a<lu , 
series, career field and/or organization. 


(d) Education level data by function, career field, rl 
and grade, age, and length of service. 

4-9. f. Maintenance. (1) Required data will be maintained on a cucrc«ti 
basis* in the AMC Talent Bank. All changes in the status of an omployiM? 
and all changes in other required data concerning that employee, will \ 
submitted promptly to the servicing machine records activity. All 
data on new enrollments, changes in series and grades, and termination i 
will be forwarded by each servicing civilian personnel office to the 
servicing machine records activity not later than 30 days after thu 
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action has been accomplished. For an employee leaving AMC employment, 

DA Form 2302 will be accomplished by the servicing civilian personnel 
office and forwarded to the servicing machine records activity so 
employee's records may be removed to the inactive portion of the AMC 
Talent Bank. 

(2) ■ By-products of the updating cycle of the AMC Talent Bank 
from data submitted to the AMC Data Center are of three types: 

(a) Update listing . This listing is a record of the type 
of transactions that were processed against the master file. These 
listings will be forwarded to the machine records activity for verifi- 
cation and resubmission of transaction cards, where required. 

(b) Error listing . This listing indicates the errors 
detected in the cards submitted. All errors must be corrected and 
necessary information resubmitted to the servicing machine records 
activity. 


(c) Initial AMC Form 1320 . This is the proof-copy of 
the registrant's record as it appears in the master file. Errors found 
on this form should be marked in red and forwarded to the servicing 
machine records activity. Minor errors of typing, or omission in the 
description of work, or in the additional factors of the performance 
appraisal will not require correction. 

(3) AMC Form 1320 will be provided annually to each employee 
represented in the AMC Talent Bank through the servicing civilian personnel 
office. This printout will be carefully reviewed by each employee for 
errors or changes and for the Inclusion of data previously overlooked. 
Procedures for submitting notices of change on DA Form 2302 by all AMC 
Talent Bank registrants will be the same as those listed in CPR CPI for 
career program registrants. Each employee should especially and carefully 
review those items having great Import for his career advancement. Such 
items are mobility, experience codes, present series and grade, additional 
training and accomplishments, awards received, and current required data 
from DA Form 2302-4. Minor errors of typing or omission in the description 
of work or in the additional factors of the performance appraisal will 

not require correction. 

(4) At the end of each fiscal quarter, each civilian personnel 
officer will forward to the Commanding General, AMC, ATTN: AMCPT-CM, 

an alphabetical listing, and social security numbers of additional 
employees who are qualified for. and interested in, registering for the 
Proiect Management Career System under the provisions of CPR CP2.3. 

Such applicants must already be fully registered in the AMC Talent Bank. 
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Registration should include applicable data from the current Employee 
Performance and Career Appraisal form* 

(5) An alphabetical list of serviced employees will be for- 
warded annually by the AMC Data Center (AMCMS-D) to the servicing clvllls 
personnel office. This list will contain, as a minimum, the following 
information for each employee: 

(a) Name and social security number. 

(b) Series and grade. 

(c) Experience code of present position. 

(d) Year of birth. 

(e) Service computation date. 

(f) Project management registration status. 

(g) Date of last career appraisal. 

The servicing civilian personnel office (CPO) will review the list for 
completeness and accuracy. Employees no longer serviced by the CPO will 
be red- lined and the names of employees not listed will be inserted in 
red pencil. Within 45 days after receipt of the list, the servicing 
civilian personnel office will forward all necessary DA Forms 2302, and 
changes thereto, and AMC Forms 1449 to the servicing machine records 
activity. The annotated list, together with a certification that all 
changes have been reported to the servicing machine records activity, 
will then be forwarded to the Commanding General, AMC, ATTN: AMCPT-CM, 

(6) Employees should be continuously apprised of the importance 
eers of the data contained in the talent bank. Special 

1 be given to insuring that employees understand experience 
le area of consideration for promotion actions reflected in 
}uch experience codes. 

' Indication of availability for referral to a given State 
rf.ll be erased from the AMC Talent Bank upon the third non- 
^ for, or failure to reply to, a referral inquiry for a 
.hat State or country. Reinstatement of availability can be 
I by submitting a changed DA Form 2302. 
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Retention of records . Data on separated employees will be 
retained in an Inactive portion of the AMC Talent Bank for a minimum 
period of 2 years, 

4-9 .h* References, (1) AMC Board Project AMCB-2-62, 

29 November 1963,^ 

(2) CPR CPlj Career Management, Basic Policies and 
Requirements* 

(3) AMCR 18-1 5 AMC Information and Data Systems- -Talent 

Bank, 

(4) AMCR 18-8 j AMC Information and Data Systems-- 
Automatic Data Processing (ADP) Services, 


^his publication has been furnished AMC elements concerned; 
additional copies are not available for resupply. 
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THRUt Commanding Ganora! 

U, S. Army Malarial Command 
Atln: AWCPT'CM 
Wq&hinglon, D. C, 20315 



CAREER PROGRAM REFERRAL LISTiKGS REQUEST 

(AMCH 690-3} 


AMC DATA CENTER 



■hBHB 


2ND EXPERIENCE CODE 


3RD EXPERIENCE CODE 



NO* OF A’l VACAN- SIGNATURE fCPO Spec/a/JsiJ 
CIES 


SPECIAL INSTRUCTIONS 

Appendix A, CPR CP i Is eupplemenled for use with this form as follows: 

1» Blocks 5-11, i2-lS, 19*>25, end 26*32. .To assure adequate listings, furnish four experience codes which host 
represent experience requirements for vacancy. 

2. Blocks 33*41, end 42*50. SSN'a mey be fumished for two nominees. 

3, Blocks 56*59. Enter the occupational code of the vacant position, 

4; Dtp eke S3*SS, and 60-80. To bo completed at Hq, AMC. 


: FORM 1276 



AMC, 

to JUN 


Figure 1. AMC FORM 1276 (CAREER PROGRAM REFERRAL LISTINGS REQUEST) 
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OATE OF RECORD 


S- CAREEn rnoGRAM 
CODE 12) 


REQUIRED CAREER PROGRAM TRAINING 

(AMCR 690-3) 


2. SOC SEC NO. (9) 


3, NAME (L««r. rtrtt, Nirftfrt mrrjMfj 


A . <RESERVEDr 


6. STATE. COrvtvIANO ft INSTAL- 
LATION CODE <AMCR 1&-I) 


CIVILIAN PERSONNEL OFFICER 


CPF CP a PROJECT MAMACEMENT SYSTEM 


CPR CP 12 SAFETY {Cont'd) 


0001 


0002 

0003 

0004 

0003 

0006 

0007 

0000 

0009 

CX)I0 

001 I 
0012 

rwia 

OOM 

0015 

fWIO 

001 7 

ornA 


INTROnUCTiQN TO BASIC SUPERVISION 
BASIC SUPERVISION 
WORK SIMPLIFICATION 
WORK PLANNING ft CONTROL SEMINAR 

middle management seminar 

CONFERENCE LEADERSHIP 

EMF-RGENCV MANAGEMENT OF THE 
NATIONAL ECQNOMV 

Pr.RSONNRi MANAGEMENT FOR EXECUTIVES 
1 OP MANAGEMENT SEMINAR 

rash: oniENrATiON of project 
manaurment 

WEAPON <OR EQUIP) SYSTEM 
OniENTATlON . 

QUALITY MANAGEMENT COURSE 


ooa? 

OOOO 

0009 

0090 

0091 

0092 

0093 

0094 

ocwr> 

00)6 


PHASE HI * 69 CREDIT HOURS 

INTRODUCTORY SAFETY - AMC SAFETY SCIL 


MOTOR VEHICLE SAFETY - AMC SAFETY SCH. 


INDUSTRIAL SAFETY - AMC SAFETY SOH . 


MUNITIONS SAFETY - AMC SAFETY SCH. 


GUinED MISSILE AND ROCKET SAFETY 

AM.r; safety SCH. 

INSTALLATIONS SAFETY MANAGEMENT 
AMC SAFETY SCH. 

APPLIED SrtFETY IN INDUSTRIAL HEALTH 

ANQ.!ivqj^NE : amc safety sen, 

NUCLEAR WEAF'ONS SAFETY 

AMC SAF ETY SCH. 

ELEMENTS OF DESCRIPTIVE AND PREDICT- 
IVE STATISTICS AT AMC 1NSTL. OR ACTV^S. 


CPR9S0-13 SUPPLY MANAGEMENT 


EFFECTIVE ARMY WRITING 


TECMNiaiJES or PROJECT MANAGEMENT 
PERT TIME - PERT COST 


OtSI 


Rftp PROJECT MANAGEMENT COURSE 
PERT COST APPRECIATION 
PNO.IECT MANAGEMENT COURSE 


rir.r-FNsE weapons systems management 
COURSE 


cm CP M SAFETY 


0152 

0153 

0154 

0155 

0156 

0157 


00 /fi 

.0076 

0077 

007& 
00 79 
oemn 

ooni 


00D2 

0003 


0004 


S1iPERVI&f>n MEVl-.l .OPMENT 

SAFF1Y PROGRAM ORGANIZATION AND 
ACiMiNis r hat ion 

WORK SIMPLIFICATION 

EUF.MLNI 5 <?F DESCRIPTIVE AND PRE' 

DiCTjv.E atAtiaiics 

conferencf leadersmip 


0I5P 

0159 

0160 

0161 

0162 


WRIT lEN COMMUNICATION 


0163 


ORAL COMMLINICA TIOM 


headquarters safety ORIENTATION 


00164 

0165 


advanced safety management 


0166 


PERSONNEL MANAGEMENT FOR EXECUTIVESI 


0157 


EXT ElilSION COURSES, DEPARTMENT OF THE ARMY - 
BASIC'LEVElj , 


OOOB 


PHASE I 


77 CREDIT HOURS 


0160 

0169 


PHASE II 


79 CREDIT HOURS 


0170 


WORK SIMPLIFICAI ION 
SUPERVISOR UEVELOPMENT 
DEFENSE INVENTORY MANAGEMENT 
TECHNIQUES OF REVIEW AND ANALYSIS 
AUTOMATIC DATA PR OCE SSI NG SYSTEMS 
OFFENSE f.tEFOT OPERATIONS MANAGEMENT 
CONFERENCE LEADERSHIP 


MAINTENANCE MANAGEMENT 
EFFECTIVE SPEAKING 


WORK PL.ANNING AND CONTROL 


READING SKILLS IMPROVEMENT 
SPECIFICATIONS MANAGEMENT 


JOINT MILITARY PACKAGING 


MANAGEMENT STATISTICS 


TOP MANAGEMENT SEMINAR 


PERSONNEL MANAGEMENT FOR EXECUTIVES 


ECONOMICS OF NATIONAL SECURITY 


ARMY PROJECT MAi^rtOiiMENT 


PERT 'COST 


DEFENSE ADVANCED INVENTORY 
MANAGEMENT 


AUr 1449 

lb JUH •• 


lM4T»lirT|Oll4 OH OFVPR4F ^1f>0. 


Figure 2. AMC FORM 14A9 (REQUIRED CAREER PROGRAM TRAINING) 
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IcpJl SUPPLY MAMACENEHT (Cont'il) 





oni army I oolsrjcs mahagememt 

01 12 PfNAfKJAL MAWAGF.MENT FOR MANAGERS 

CPR CP t’ROCURCMENT 

0? F>no<:l JRFMR N r MANAGE MENT 

^ Fn PROC UrFMENT MANAG EM E NT 
00277 CONTRACT TERMINATION 

INDUST fllAl. PROPERTY AHMINISTRATION 
ARMY OA5IC PROCUREMENT OPERATIONS 
RAS1C COMMOtTITV OR ITEM ORIENTATION 


1KCMNIOIJE3 OF REVIEW AND ANALYSIS 
030? ‘^J^nODUCT ION TO SUPERVISION 

0203 ARMY STOCK FUND OPERATION 

0304 ARMY SUPPLY SYSTEM 

0305 PmM.lIRrMFNT I AND II 

0300 PP«5nNHEL MANAGEMENT 

*’r 

0307 WORK SIMPLIFiCATfON 

0300 HAS 1C sr AT IS TICAL qUAl.1 TY CONTROL 

0309 WORK Pt. A NMING AND CONTROL 

03S0 army lciuistics management 

0291 TOP management SEMINAR 

J12S3 fiCOHOMlCS OF NATIONAL SnCURlTY 

0?93 MANAGEMEN I STATISTICS 

f»39(l IMTnfXlllCTIOM TO AUTOMATIC DATA 

PROOF SR I Nn 

0295 INVRODlir.TinN TO STATISTICS 

ARMY BASIC PnOPERTV disposal 
OHEIIATIONS 


CPfl CP IJ QUALITY CONTROL AND INSPECTIOK 

ww general ORIENTATION 

0401 SAFETY ANp SFClJRITV 

I tMC>2 BASIC INSPECTION FUNDAMENTALS 

IN IROtniCTlON TO SUPERVISION 
tVlOA QUALITY CONTROL COURSE 

O^Og I CONFERENCE LEADERSHIP 

liwTRUCTiONS 

srHS! sKvESHF— 


CPf? CP 15 QUALITY CONTROL AND INSPECTION ^ConV^} 

W06 SUPERVISORY DEVELOPMENT 

0407 SPECIFICATION MANAGEMENT 

0400 WORK SIMPLIFICATION 

W09 HUMAN RELATIONS TRAINING 

wio management statisitcs 

041 I PERSONNEL MANAGEMENT f OR EXECUTIVES 

CPR CP \l EQUIPMENT SPECIALIST 


0500 WORK SIMPLIFICAT ION 

OaOl SUPERVISORY nEVELOPMENT 

0502 SPECIALIZED MAINTENANCE COURSES 

0503 MIDDLE MANAGEMENT SEMINAR 

0504 INTROOUCTIONTO SUPERVISION 

0605 DETAILS TO RELATED OPERATING SEGMENU 

050G EFFECTIVE STAFF COMMUNldATlONS 

0507 ARMY LOGISTICS MANAGEMENT 

OSOa PERSONNEL MANAGEMENT FOR EKECUTIV^S 

man agement seminar 

CP« 95O.T0 ENGINEERS AND SCIEMTISVS 

0560 BASIC SUPERVISOR TRAINING 

0561 ADVANCED SUPERVISOR DEVELOPMENT 
PERSONNEL. MANAGEMENT FOR EXECUTIVES 

CPR V50.|^ INTELLIGENCE 


Mil. 11 ary INDOCTRINATION COURSE 

USASA INOOC7RINA1 ION COURSE 

MILITARY intelligence ORIEin AT|ON 
COURSE 

OIA ORIENTATION COURSE 
ONE roREION I.ANOUAGE 
advanced COURSE IN SAME FOREIGN 

. . language 

management suf^ervisory courses 

■ ISPFCJAL MANAGEMENT ft TRAININO 
. COURSES AND SEMINARS SPONSORED 13 Y 

iiNiVEnsiTie:r». fttofessional societies 
OR government agencies} 


c CIVILIAN CAREEP FIELD FOR ATTORNEYS 


072S 



PRa:i IRFMF.NT LAW COURSE 13 WKS) 

SCI jogU CHARLOITESVILLEj^VA. 

0726 



defense basic R?0CUREK*^NT I5WKSI 

FT, LEE, VA. 

0727 



PATENT OFFICE ACADEMY 

0720 



DEFENSE ADVANCED PROCUREMENT MANAGE 
MENT 13 WK5) FT. LEE, VA, 




Figure 2- -Continued 
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CHAPTER CP2 

ARMY CIVILIAN CAREER SYSTEM FOR STAFFING PROJECT 
MANAGERS' OFFICES 


Section 


Appraisal, registration, and referral 

Section 3 


3 


APPRAISAL AND COUNSELING 


3-lc (added) Ratine and reviewing . 


The following officials serve as rating supervisors and reviewers 
for designated civilian employees covered by the Project Management 
Career System and assigned to project managers' offices: 

( 1) Project managers' offices reporting directly to the 


Commanding General, AMC . 
Position 
Prbject manager 

Deputy project 
manager 


Civilian employees 
(who report to a 
project manager) 


Rating supervisor 

Deputy Commanding 
Genera 1 , AMC 

Project manager 

Deputy project 
manager 


Reviewer 

Commanding General, 
AMC 

Special Assistant 
for Project 
Management 

Project manager 
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CHAPTER CP12 

ARMY CIVILIAN CAREER PROGRAM 
FOR 

SAFETY MANAGMENT 


Section 

Training and development 3 

Section 3 

TRAINING AND DEVELOPMENT 


Paragraph 

Modal training plan 3-3 

Required and recommended training 

3-3b. (Added) The AMC Safety Management Career Program provides for 
both mandatory and required training courses as listed below. Conditions 
under which waiver of mandatory training courses may be waived are 
covered in (3) below. 

(l) Mandatory training courses . 

(a) Safety Program Organization and Administration — 

New York University . 

1. Grades . Mandatory for grades GS-5 through 

GS-11. 

2. Responsibility for waivers . Chief, Safety 
Division, Administrative Office, Headquarters, AMC, 

1* Waiver conditions . Completion of AMC Safety 
School courses in Introductory Safety and Motor Vehicle Safety. 

(b) Advanced Safety Management — New York University . 

1. Grades . Mandatory for grades GS-11 and above. 

2. Responsibility for waivers . Chief, Safety 
Division, Administrative Office, Headquarters, AMC, 
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Uflivar nonditiona . Command-level program 
axDerlenoe for at least 3 years, or completion of the follow- 
^ AMG Safety School courses: Introductory Safety, Industrial Safety, 
Vflh^le Safety, and Installation Safety Management j plus at least 
1 yeL of command-level program management experience. 

(q) PArflonnel Management for Ex ecutives (400-G-F16).. 

1. Grades. Mandatory for grades GS-12 and above. 

g. RA.qnonaibilitv for waivers . Chief, Safety Divisic 
Administrative Office, Headquarters, AMO. 

g. Wfllver conditions . Completion of comparable 
training or demonstration of proficiency. 

(d) TntTT»ductorv Safety — AMO Sa fety Sqhg ol. 

1 G rades . Mandatory for grades GS-5 through GS-7, 
and for persons fir^t entering the safety career field at higher grade 

levels . 

2 BAAnonaiblH tv for waiverfl. AMC major subordinate 

Sd activities reporting directly to Headquarters, . ^ 

g. conditions . Must have equivalent training ; 

or experience . 

(e) Mr,+.nr Vehicle Safetv-AMC Safety Sch pal. 

1 Grades Mandatory for grades GS-5 through ^3-7, ^ 

.„d for poraons flr^i safety career field at higher grade levels 

command safety directors for personn ^Q^gonnel of separate installatiot 
Director, AMO Field Safety Agency, for *Sc 

Sid acJikties reporting directly to Headquarters, AMC. 

A. J J « r 


g. cnnditions, . Must have equivalent train- 


ing or experience. 

(f) Safe ty '‘*1 Befetv Sohoal. 

i. O^. *ca^el"at SgSf 

and for persons first entering the safety care 
levels. 
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2. Raaponaihllltv for walvera , AMO major anbordinate 
command safety directors for personnel within their commands, and Director, 
MG Field Safety Agency, for personnel of separate installations and 
activities reporting directly to Headquarters, AMC. 

Waiver conditions . Must have equivalent training 

or experience. 

(g) Miiniti-nns Safety— AMC Safety School. 

1. Grades . Mandatory for grades GS-12 through GS-14» 
and for grades GS-9 through GS-11, if job involves munitions safety. 

2 Responsibility for waivers . AMC major subordinate 
command safety directors for personnel within their comma^s, and Director, 
AMC Field Safety Agency, for personnel of separate installations and 
activities reporting directly to Headquarters, AMO, 

Waiver conditions . Must have equivalent training 

or experience. 

(h) Guided Missile and Rocket Sa fety— AMC Safety School. 

1. Grades . Mandatory for grades GS-12 through GS-14j 
and for grades GS-9“through GS-11, if job involves guided missile and 
rocket safety. 

2. RAer,r>nflibilitv for waivers . AMC major subo^inate 
command safety directors for personnel within their coMds, and Director, 
AMC Field Safety Agency, for personnel of separate installations ana 
activities reporting directly to Headquarters, AMC. 

2 . Wniyftr conditions . Must have equivalent 
training or experience. 

(i) Infitallati one Safety Manage m ent— AMC Safety SchQ . o l. 

1. Grades . Mandatory for grades GS-12 through GS-14, 
and for grades GS-9“through GS-11, if job involves safety management. 

2. RAflnnnsibllitv for waiver_a . AMC major subordinate 
command safety directors for personnel within their comiMds, and Direc or 
AMC Field Safety Agency, for personnel of separate installations ana 
activities reporting directly to Headquarters, AMC. 
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2 . Waiver conditions . Must have equivalent train- 
ing or experience. 

(j) Applied Safety in Industrial Health and Hygiene— 

AMG Safety School . 

1. Gradea . Mandatory for grades GS-12 through GS-lkj , 
and for grades GS-g^through GS-11, if job involves industrial health and ; 
hygiene , 

2. Reeponaibllitv for waivers . AMG major suhordlnatr 

command safety directors for personnel viithin their commands, and 
Director, AMG Field Safety Agency, for personnel of separate installatici; 
and activities reporting directly to Headquarters, AMG, j 

Waiver o.nnditicnfi . Must have equivalent training | 
or experience . | 

(k) Nuclear Weapons Saf etv--AMC Safe ty School . 

1. Gradea . Mandatory for all grades if job involves 
nuclear weapons safety, 

2. Reeponsibi 1 -t-tv for waivers . AMG major aubdrdlnatt 
command safety directors for personnel within their commands, and 
Directorj AMG Field Safety Agency, for personnel of separate inatallatl: 
and activities reporting directly to Headquarters, AMG. 

2 , Waiver conditions . Must have equivalent train- 
ing or experience. 

(l) Elements of descriptive and predictive statiatloa- - 
at AMG installations or activities . 

1. Grades . Mandatory for grades GS-5 through GS-14i 

2. Rflaponsibilitv for waivers . Installation or 
activity safety director, 

2 ^ Cpndit.ions of waiver . Must have equivalent 
training or demonstrate proficiency. 

(m) Work simplification— at an AMG installation or actlvl 

1. Grades . Mandatory for grades GS-5 through GS-11 

2. Responsibility for waivers . Installation or 
activity safety director. 
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2 .* Opndltlona of _walver . Must have comparable 
training or be proficient in this aspect of his work. 

. QoJ^f Q^ . §iP-c 9 — leadership — -at an AMO installation or activity . 

1. Grades . Mandatory for grades GS-11 and above. 

_ , —• S§ . 5POi^3-i]?illty for w aivers . Installation or activity 

safety director. 

2 > Gonditlons o f waiver . Must have comparable train- 
ing or be proficient in this aspect of his work. 

Written conununicatlon — at an AMC installation or activity . 

1. Grades . Mandatory for all grades. 

2. Responsibility for waivers . Installation or 
activity safety director. 

2. Conditions of waiver . Must have comparable train- 
ing or be proficient -in this aspect of his work. 

Oral oommunloation— at an AMG Inatallation or activitv . 

!• Grades . Mandatory for all grades. 

2. Responsibility for waivers . Installation or 
activity safety director. 

1. Conditions of waiver . Must have comparable train- 
ing or be proficient in this aspect of his work. 

( 9 ) Supervisory development— at an AMG installation or activity . 

1. Grades . Mandatory for grades GS-9 through GS-I 4 . 

2. Responsibility for waivers . Installation or 
activity safety director, 

3 . Conditions of waiver . Must have comparable train- 
ing or be proficient in this aspect of his work. 
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(r) HRflrjqiiflrtfl-pfl Safety Orientation— at an AMC Inatal- 
latlon or activity. 


1. Grades . Mandatoary for grades GS-5 through GS-7| 
and for persons first entering the safety career field at higher grade 
levels. 


2, Reanonaibilitv for waivers . Installation or 
activity safety director, 

2. Condition a for waiver . Must have comparable 
training or experience, 

(2) Recommended training . 

(a) Army Aircraft Familiarization Course for Safety 
Personnel (1-G-F33) . 

(b) Aviation Safety Orientation — U.S. Army Board for 
Aviation Accident Research, Fort Rucker, Alabama. 

(c) Army Aviation Safety Covjrse— University of Southern 

California. 

(d) Commanders and Staff Officers Aviation Safety 
Orientation Course— University of Southern California. 

(e) Radiological Safety (3-I-^'5). 

(f) Nuclear Reactor Health and Safety—U.S. Army Bnglnoe 

School . 

(g) Environmental Hygiene and Occupational Health for 
Safety Engineers — ^U.S. Army Environment Hygiene Agency, 

(h) Chemical, Biological, and Radiological Weapons 
Orientation (3-6-P6) . 

(i) Army Management (9OO-G-FI). 

(3) Waiver procedure a . Required training for which a waiver 
is desired, in instances in which the Chief, Safety Division, Admlnist; 
tive Office, Headquarters, AMG, or the Director, AMC Field Safety Agon, 
is responsible for waivers, will be submitted in letter fom, in 
with justifications f or the waiver. When a waiver is granted by an AM 
major subordinate command safety director, he will forward a copy of t 
waiver to the Deputy Chief of Staff for Personnel, Department of the 
Army, ATTN: IRCB-QI, Old Post Office Building, Washington, D.C. 20315 
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CHAPTER CPR410 
EMPLOYEE DEVELOPMENT 


Subchapter 


General Provisions 1 
Determining Training Needs 2 
Establishing Training Programs 3 
Training Through Non-Govemment 

Facilities 5 


Acceptance of Contributions, Awards, 
and Payments from Non-Govemment 
Organizations 7 

Reports and Later Change of Training 

Information 9 

Subchapter 1 
General Provisions 

Subparagraph 

Policies Governing Training 1-4. f. 

1-4. f. U.S Army Materiel Command Policy . It is the policy of this 
command to provide for continuing training and education of employees 
as an integral part of management responsibility. The requirement to 
maintain professional and technical competence by means of continuing 
training and education is emphasized. Within the framework of this 
regulation and Department of Army policies, this coramanH will activelv 
support self-improvement and self- development efforts t 
qualify employees for the performance of the’ 
duties. Since the training and education is 
developing skills, knowledges, and abilities 
an employee for the performance of official 
in the process of receiving such training an 
incidental by-product. 

Subchapter 2 
Determining Training N 


Required Review of Training Need 

2-2,b. (Added) This inventory will explici 
long-range training requirements for the con 
engineers and scientists. 
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ESTABLISHING TRAINING PROGRAMS 

Subparagraph 

Selection and Assignment of Employees 
for Training 3-2, d. (2) and 

(3) (Added) 

Utilization of Trained Employees 3-4. a. (Added) 

Evaluation of Training Programs 3-5. b. (3) 

3-2. d. (2). (Added) Authority is delegated to commanders of AMC 
inajor subordinate commands and to commanders of installations 
and activities reporting directly to Headquarters, AMC, to approve 
training in non-Government facilities that does not exceed 80 hours 
duration within a single program, as computed in accordance with 
FPM 410, 5-6, Commanders of AMC major subordinate commands 
may redelegate this specific authority to commanders of separate 
installations and activities under their command consistent with 
economical and efficient administration, 

3-2. d. (3). (Added) Authority is redelegated to commanders of 
AMC major subordinate commands to approve training in non- 
Government facilities in excess of 80. hours duration within a single 
program, as computed in accordance with FPM 410. 5-6, This 
specific authority may not be redelegated to commanders below the 
major subordinate command level, 

3-4, a, (Added) When making a selection for internal placement from 
among those applicants meeting minimum requirements, additional 
consideration will be given to applicants who maintain professional 
proficiency by means of continuing education. In determining the 
best qualified employees for grade GS-12 and above vacancies, a 
significant factor for consideration will be related education as 
evidenced by possession of a baccalaureate degree; for grade GS-15 
and above vacancies, a significant factor will be related education as 

ed by possession of an advanced degree. These requirements wi 
improving the input to higher grade positions of those 
g the greatest potential for further advancement, and 
h employees with the desire and ability to continue their. 


nformation will be included in the annual training 
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Subchapter 5 

Training Through Non -Government Facilities 

Subparagraph 


Eligibility for Non-Govemment Training 5-5. b. (4) 

5-5. b. (4) Commanders of AMC major subordinate commands and installa- 
tions and activities reporting directly to Headquarters, AMC, will 
submit their requests for waiver of the one-in- ten limitation to the 
Commanding General, AMC, ATTN: AMCPT-CM. Headquarters, AMC (AMCET-CM), 
will determine if it is in the public interest for an employee to serve 
in a professional position in one of the fields of natural or mathe- 
matical sciences or engineering. 


Subchapter 7 

Acceptance of Contributions, Awards, and Payments 
from Non-Government Organizations 

Subparagraph 


Authorizing Acceptances 

7-2. c. (2) Subject to the provisions of these regulations and CPR 400, 
the commanders of the major subordinate commands have been delegated 
authority to authorize civilian employees to accept contributions, 
awards, and payments from non-Government organizations. This specific 
authority may not be redelegated. 

Subchapter 9 


Reports and Later Change of Training Information 

Subparagraph 


General 

Interchange of Training Information 


9-1. a, , and 9-1. b. 

{l)(b)5 
9-2. a. (Added) 


These reports will be consolidated at the subordinate command 


9-1. a, inese repuius - 

level and dispatched in duplicate to the Commanding 
ATTN: AMCPT-CM, no later thjn 8 July each year for use in pr p g 

consolidated report to the Deputy Chief of Staff for Personne , 


9-l,b. (l)(b)5. To what extent was the entire fiscal year fo/the 

accomplished? Specifically, what type of program was developed 
continuing education of engineers and scientists- 


9- 2. a. (Added) AMC will 
and training personnel as 
exchange of information on 


conduct periodic conferences of key- line managers 
a means of assuring uniform guidance and 
continuing education for engineers and scientists 
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CHAPTER CPR950-13 

ARMY CIVILIAN CAREER PROGRAM FOR 
SUPPLY MANAGEMENT 


Subchapter 
3 

TRAINING AND DEVELOPMENT 
3-3. Master training plans 


Training and development 

Subchapter 3^ 


3 ^ 3 .b(l) (a) (Added) Successful completion of the Army Logistics 

Jvi^riageraent course, conducted at the Army Logistics Management Center, 
t Lee, Virginia, is established as a prerequisite for promotion or 
Q^try of an AMC employee into a grade GS-12 or higher level position 

the Supply Management career field. The waiver provision contained 
In CPR 950-13.3-3b relating to required training will not apply to this 
course. However, to avoid any delay that might be caused by the training 
course requirement, requests for temporary postponement of the training, 
not to extend beyond the next scheduled class, may be submitted for approval 
as an exception to the promotion prerequisite. Each request for such post- 
ponement, together with a full justification and a request for a quota- to 
attend the course, for an otherwise fully qualified employee will be for- 
wa-Tded to the Commanding General, AMC, ATTN: AMCPT. 

(b) An individual selected from outside AMC, on the basis that 
he is clearly better qualified than candidates within the AMC complex for 
a GS-12 level or higher Supply Management career field position, who has 
not met this training course requirement, will be scheduled on a priority 
basis by the employing Installation or activity to attend the next sched- 
uled class of the course after his appointment. 


^The term "Subchapter” is used here to maintain the identify of this 
ireguiation with the basic CPR950-13. 
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CHAPTER CPR950-18 

ARMY CIVILIAN CAREER PROGRAM 
FOR 

ENGINEERS AND SCIENTISTS 


Subchapter 


Career intake 3 
Appraisal and counseling 4 
Registration and referral 5 
Training and development 6 


Appendix A* Training Agreement 

Subchapter 3^ 

CAREER INTAKE 

3-3.a(12) (Added) AMC major subordinate commands, and installations and 
activities reporting directly to Headquarters, Army Materiel Command 

will utilize the facilities of the Coordinated Recruitment Program in 
filling their needs for college graduates. No direct recruiting will be 
done at colleges or universities except as coordinated with the technical 
placement office serving the areas in which the schools are located. 


2 

Subchapter 4 

APPRAISAL AND COUNSELING 

4-3 Nonconstruction- type engineers and scientists . Performance ap- 
praisals covering employees in grades GS-11 and above will be forwarded 
to the Commanding General, AMC, ATTN: AMCPT-CM, in a single copy, after 
final review at major subordinate commands and installations acid activities 
reporting directly to AMC. For those nonconstruction- type employees in- 
cluded in the Engineers and Scientists Career Program for whom current DA 
Forms 2302-4 (Employee Performance and Career Appraisal) have been submitted 
to Headquarters, AMC, a hew appraisal will not be prepared. Subsequent ap- 
praisals will be forwarded when regularly due, but not less frequently than 
once every 12 months. 


\he term "Subchapter" is used here to maintain the identity of this 
regulation with the basic CPR950-18. 
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Subchapter 5 

REGISTRATION AND REFERRAL 

5-1. (Added) Nonconstruction-type engineers and scientists currently 
registered in the AMC Talent Bank are not required to reregister for 
this career program. 

5-3, a. (2) (Added) Major subordinate commanders are delegated authority 
to prepare referral lists for filling vacancies for GS-12 positions on a 
command-wide basis. This authority, however, does not restrict major 
subordinate commanders from requesting referral lists from the Commanding 
General, AMC, ATTN: AMCPT, at the GS-12 level or below when, in their 
opinion, the area of consideration is Inadequate for true competition 
and opportunity for developmental assignments. Example: Vacancies in 
the GS-811-0- series , with a limited number of employees, or in similar 
situations in the GS-861-serles , such as aerospace engineering. Com- 
manders of Installations and activities reporting directly to Headquarters, 
AMC, will obtain referral lists for grades GS-12 and above from the Com- 
manding General, AMC, ATTN; AMCPT, Installation and activity commanders 
also may request referral lists for grades below the mandatory referral 

level. 3 

Subchapter 6 

TRAINING AND DEVELOPMENT 

6-1. Training and oevelopment . (Added) Since needs vary among all instal- 
lations and activities, and because of shifting emphasis of mission, the 
guidelines contained in CPR 950-18 have been purposely left broad, permit- 
ting commanders to adapt and implement the program to the degree consistent 
with their needs. This does not mean, however, that a developmental program 
is optional. Each installation and activity will provide, to the degree 
feasible and economical, for the growth and development of its engineering 
and scientific workforce. 

6-3, Training agreement. (Added) AMC major subordinate commands, installa- 
tions and activities will submit their training plans to the Commanding Genei 
AMC, ATTN: AMCPT-CM, for approval prior to implementation and use of the 
training agreement outlined in appendix A. This chapter in the training pro 
gram will contain at least those elements set forth in CPR T4.3*3, and will 
Include sample job descriptions for the trainee and target positions. 


The term "Subchapter" is used here to maintain the identity of this 
regulation with the basic CPR950-18. 
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f6-8. (Added) Awards and recognition . Developmental opportunities offered 
by the Secretary of the Array's Research and Study Fellowships, Career 
Education Awards, Princeton Mid-Career Program, and through other channels, 
will be utilized to the maximum extent. 


Appendix A 
TRAINING AGREEMENT 

1, Reasons for training program . (Added) AMC Form 1333 (Civilian Career 
Trainee Employment and Mobility Agreement) will be executed by career 
trainees in accordance with CPR CPI. 2- 5. 
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CHAPTER CPR950-19 

ARMY CIVILIAN CAREER PROGRAM FOR INTELLIGENCE 


Subchapter 

1 

2 

3 

A 

5 

6 


General Provisions 
Intake Systems 
Appraisal and Counseling 
Career Patterns 
Registration and Referral 
Training and Development 
Appendix A. Overall Training and Development 
Plan. 

SUBCHAPTER 1^ 

GENERAL PROVISIONS 
1-1 PURPOSE AND SCOPE 

1-lb. Coverage . 

I 

(3) (Added) In general terms, the positions Includ^ in this 
program in AMC are those involved in security and counterintelligence, 

Z technical Intelligence collection ’ 

and dissemination; and foreign ^ ® 

includes those employees in positions that involve the plan g, _ 

management, or direction, or assisting in a ine 

or direction of intelligence or counterintelligence ac iv ’ . 

not normally intended to include those employees clerical 

or counterintelligence activities by ®^ttuigence or 

duties that do not require a tt,ose Lplo^ees performing 

counterintelligence functions. Also evaluation functions 

research and development foreign materrel ®® reauirements. 

in support of scientific and technical intelligence requ 

(4) (Added) Initial determination of ^^Ca^eer Progtarfor'^^°'^ 

(TD) positions are included within the Army , nersonnel officer 

Intelligence will be following personnel, as appropriate: 

with the advice and assistance of the toliowx g p 

r-r c A-r-mv ‘P’oTpifin Science and Technology 
(a) Commanding Officer, U.S. Army Foreig 

Center, for employees of that center. 


^f;rTii^..s„hchapt.r" IS used here to ^Intalu the Ideutlt, of this 

regulation with the basic CI'R950-19, 
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(b) Director of Missile Intelligence, Missile Intelligence 
Directorate, U.S. Army Missile Command, for employees of that directorate. 

(c) Chief, Intelligence Materiel Development Office, U.S. Amy 
Electronics Command, for employees of that office. 

Cd) Foreign intelligence officer and security f AMC 

■u /Unflte commands and separate installations and activities 
dlrwtly to AMO, for employees of their respective commends. 

Chief Technical Intelligence Division, Directorate of 
hevelo^elf. anfchJef! Security Offlc. He.d<,u.rter.. AMC. for employ... 
of those elements, 

l-A. BASIC POLICIES 

/ A j j j\ Th» 1 ntellicence mission of AMC falls into 
t;o“;ro!fSis: for'slen Intelligence activities, end counterlntelUgsnc, 

activities. 

(1) Foreign Intelligence activities Include the functions of, 

(a, Obtaining end “r.ui^rrrlScsfLrU 

individuals of AMO that ecientlfl? and technical developments. 

Situations and ^ ^a^chV evaluatl 

;^“o:ut:.r‘s;f prndSn^ fn^ X'ply sAd mslntenenc. of optlmi- mUlts. 
equipment for the U.S. Army. 

(b) Collecting, evaluating, 

disseminating to ©"relating to foreign research in 

Bcientlfic and technical intelllg ^ ^^^^ materiel. : 

the basic sciences and foreign 

dm. include the functions 

(2) Counterlntelllgenc. security activities 

oft 

4 -m.ni-e for coordinating and supporting 

(a) Developing requirements tor 

counterintelligence operations. 

(b) Reviewing, ^^tlons^^inspections, surveys, 

approval of counterintelligence investigations, P 

and other operations, 

Cc) Ocnductlng --Flty Investlgcjlchs. r.vl«.lug. and 
ad)udlestlng reports of security Jive 
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(d) Developing, staffing, and implementing policies and 
procedures, and processing staff actions relating to physical security, 
law enforcement, crime prevention, industrial security, safeguarding 
defense information, internal security, personnel security, classification 
management, the security aspects of visitor control, and security 
education and indoctrinationo 

(e) Developing, staffing, and implementing policies and 
procedures, and processing staff actions relating to visits of foreign 
nationals, releases of U.S. information to foreign nationals and govemmen s, 
and the accreditation of foreign personnel to AMC, 

Cf) Collecting, evaluating, and disseminating CONUS intelligence. 


1-5, responsibilities 

^ ^ .uj « 1 ^1,4 -fo f Added! The Director of Development, 

Assistant fu nctional crilet^ i^Aaaea/ 

« j* "T — Z Imt rfi~*the~advi3or^o the Commanding General, AMC (in his 
Headquarters, AMC, is the advisor co rne e Technical 

capacity as Assistant p^taining to AMC foreign 

Intelligence), on those career field matters pe 8 ^ pertaining to 

intelligence activities and o" those J activities! The Chief, 

Army-wide scientific and techni^l ^ to the Commanding General, 

Security Office, ^ti^s’nertaining to AMC counterintelligence 

AMC, on those career field matters (AMC Job No. 

security activities. The Intelligence P*^ General, AMC, to the Assistant 
287) i. th. r.pre.,ntatly. o£ % Zi (M). for 
Chief of Staff for Intelligence (ACSI) , TJeparcmen 
intelligence career field coordination matters, 

1.-6, SPECIAL PROVISIONS 

i A 1 1 seoaratcd or transferred 
l-6b. (Added) No current intelligence access if such 

solely because of the absence of special ition occupied. Eligibility 

access is not a specific ter^s of future intake 

for such access will, however, be co currently covered by 

into the program and P^°^*”t?onf for ocLpants of specifically 

the program. Clearance deteTOi go. 13 and above, can be made only by 

designated intelligence positions, a^ntptiveso The commanders of 

t'. iSsl. 88, or 87 his ”ns^“orr.;urlty offloor. (SM's)) 

U.S. Amy Special Security BetectoeotCp I authorized to 

etteohed to certain element, of ^0 are J 

give or obtain an ACSl determination of cleara 

(1) Civilian P®*^*°""*^ °^^i?l“j^vide’Tli8t of all registrants 
activities supported by an SSO wi above, to the supporting 

in the intelligence career program, 

SSO. 
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(2) The civilian personnel officers of a command, installation, or 
activity not supported by an SSO will provide a list of all registrants 
in the Intelligence career program, grades GS-13 and above, through the 
Commanding General, AMG, ATTNi AMCRD-I, to the SSO-Gravelly Point, 
Washington, D.C, 20315, 

(3) The supporting SSO, or the SSO-Gravelly Point, as appropriate, 
will determine those employees from which a DD Form 398 (Statement of 
Personal History), in quadruplicate, and FD Form 258 (FBI U.S. Department 
of Justice Fingerprint Card (Applicant)), in duplicate, v/ill be required. 
Civilian personnel officers will obtain the required forms from the 
employees concerned and provide them to the SSO. After receipt and processing 
of these forms, the SSO will advise the civilian personnel officer of 
further actions required, if any. 

(4) In any case in which the SSO has determined or obtained a 
determination that a specific employee is not clearable and the employing 
command, installation, or activity desires to employ him in a position 
for which such access is a specific requirement, the civilian personnel 
officer may submit a request for exemption in accordance with paragraph 

1- 6b(8), CPR 950-19. Such a request for exception will be submitted to 
the supporting SSO or, when there is no supporting SSO, through the 
Commanding General, AMG, ATTN: AMGRD-I, to the SSO-Gravelly Point. 

SUBCHAPTER 2^ 

INTAKE SYSTEMS 

2- 3. S atisfying intake requirements , a, (Added) Intake into the 
intelligence career program is not limited to the intern or entrance 
level , 


b, (Added) Each major subordinate command and all installations 
and activities reporting directly to AMG will utilize the facilities of 
the Coordinated Recruitment Program in filling their needs for recent 
college graduates. No direct recruiting will be done at colleges or 
universities except as coordinated with the technical placement office 
serving the areas in which the schools are located. 

SUBCHAPTER 3^ 

APJRAISAL AND COUNSELING 

3-3, Appraisal and counseling process , a, (Added) Employee performance 
and career appraisals (DA Form 2302-4), for employees in grades GS-13 and 
above, will be submitted in single copy to the Deputy Chief of Staff for 
Personnel, DA, after review at major subordinate commands, separate Installatlor 

2gee footnote^, p. CPR950-19-1. 
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and activities. The data derived from DA Forms 2302-4 for the AMC Talent 
Bank will be keypunched and key-verified, and punched-card machine (PCM) 
cards will be transmitted direct to the AMG Data Center, for all employees 
GS-9 and above. 


SUBCHAPTER 4^ 


CAREER PATTERNS 

4-2. Career levels , e. (Added) (1) Foreign Intel lleence activities 
(including scientific .and technical intelligence). The normal pattern 
for typical foreign intelligence positions in AMC is as follows: 


Normal career field level 

GS-5/7 GS-9yil GS-12/13 GS-14 Plus 

Typical position Intern Intermediate Senior Executive 

AMC Special Assistant for 

Foreign Intelligence - - - x 

Production agency chief 

scientist or engineer- - - “ x 

Production agency division 

chief “ . " ' ^ 

Major subordinate command 

foreign Intelligence 

officer - “ " ^ 

Production agency branch chief - - x x 

Production agency scientist 


or engineer-------------- - x x 

Installation or activity 

foreign intelligence officer- x x 

Assistant foreign Intelligence 

officer ~ X “ 


Intelligence trainee- ---------- x x - 

Intelligence aide------ x - " 

(2) Gounterintelligence/securitv . Ihe normal pattern for typical 
counterintelligence security positions in AMC is as follows. 


GS-5/7 

Typical position Intern 

AMG principal staff security 

element chief 

Command, installation/activity 

security officer 

Command, installation/activity 

security element functional 
chief " 


Normal career field level 

GS-9/11 GS-12/13 GS-14 Plus 

Intermediate Senior Executive 


.. X 

X X 


X X 


3s ee footnote GPR950- 19-1. 
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GS-5/7 

Typical position ^Intern , 

Senior security advisor or 

consultant 

Command, installation/activity 
security specialist or 

technlciaTi-- 

CoTnrnaind, installation/activity 

security assistant — ^ x 

Security trainee ^ 

Security aide * 


N ormal career field level 

GS-12/13 GS-14 Plus 

Senior Executive 


GS-9/U 

Intermediate 


X 


SUBCHAPTER 5^ 

registration and referral 

submit^Qualification Record- Civilian 

procedures established In AMCR 18-1 and CPR CPI. 

5-3. referral levels . (Added) a. AMC-wide referral is mandator 

for all vacancies in grades GS-11 and above. 

b. Requests for Referral Lists (BA Forms 2302-2) will 
1„ block 7 the opproprl.t. .xperienco 

CPR CP 1, as an aid to Identifying the specific skills desired. 

c. Position vacancies will be offered to the best qualified 
personnel regardless of the relative locations of the vacancies and he 
qualified employees e 


SllBCHAPTER 6^ 

TRAINING AND DEVELOIMENT 

6-1. General , (Added) a, AMC employees currently employed at any 
career field level are considered to have met the mandatory training 
requirements for all lower career levels. Satisfactory completion of 
all mandatory training for the current career field level is a pre- 
requisite for promotion to a 6S grade in any higher career field level, 
except that until 30 June 1967, AMC employees in the intelligence career 
field may he so promoted if otherwise qualified. Employees promoted to 
a higher career field level under the foregoing exception may not be 
considered for further promotion until they have satisfactorily completed 


^See footnote^, CPR950-19-1. 
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requiTreiei training of the career field level from which promoted. 

Training to meet mandatory requirements will be given 
irlty over other training requirements. 


c . Training to meet mandatory requirements of a 
j 1 may be given when determined by the supervisor to be in the test 
jrests of the Governments 

d . Dependent upon availability of funds, supe^isors may authorize 

to ona person or 10 percent (whichever is greater) o ^ ° ^ . aiir.v, 

:iorizaa strength in each intelligence activity to participate in such 

/-houir tixainlng courses at any one time. 

a. In addition to the training courses enumerated in appendix A, 
950-19,, ^tny locally available college, university, or similar 
duate o-r undergraduate course that directly contrlbu es ^ 

ability in the intelligence career field is “P’^th^f orelgn 

ject ax'eas that are considered applicable to i ^^?i4opnce) and counter- 
elliganoe (including scientific and technical ® ® ^ aoDendlx A 

elligence securitv areas are listed in annexes 1 and 2 of appendix A 

this rregulation. 


Appendix A 

OVERALL TRAINING AND DEVELOIMENT PLAN 

• R esponsibilities . (Added) c, lonfi-range needs 

lining plan designed to meet the minimum imme a this 

t:.lnrngr^Fora for inaiviauo. ^pfoy,« 

St plap attainable training assignments and courses that wll 
ese niEtetcSs. 


Annex 



Science and technologies ^ Medical-Biological Sciences, Physical 
Environmental Sciences ; Engineering* 


2 * 

hysiacL 1 


Political s ciences* International Affairs; Foreign Histories; 
or Economic Geography; Public Administration* 
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3. Languages. Foreign Languages; English Composition; Public 
Speaking. 

4. Military sciences . Logistics; Military Equipment Design and/or 
Functioning; Research and Development Technologies; Defense Management 
and Administration; Management. 


Annex 2 

Subject areas determined to be directly related to, and contrlbutinE to . 
the knowledge and/or skills of employees participating in the Army 
Civilian Career Program for Intelligence and employed by AMC in counter - 
intelligence/ security activities . 

1. S ecurity sciences and technologies . Psychology; Sociology; 
Polygraph Operation; Basic Investigation; Advanced Investigation; Laws of 
Arrest; Laws of Evidence; Crime Prevention; Law Enforcement, 

2. Political sciences . International Affairs; Public Administration 
Personnel Management. 

3. Military sciences and administration . Logistics; Military Equip- 
ment Functioning; Research and Development Technologies; Data Processing; 
Supply and Maintenance Management; System and Configuration Management, 
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CIVILIAN CAREER PROGRAM FOR ATTORNEYS 


Section 


General 1 
Training and Development 2 
Registration and Referrals 3 
Appraisal and Counseling 4 


Section 1 
GENERAL 


Paragraph 


Purpose and scope 
Primary responsibility 
Special provisions 
Definitions 


I-l. Purpose and scope , a. General . This chapter establishes an AMC- 
wlde Civilian Career Program for Attorneys. It supplements CPR CPI and 
governs the AMC-wide program for the intake and career management of civil- 
ian employees in the legal profession. Specifically, this regulation con- 
tains special provisions relating to career levels and patterns, training 
and development plans, and registration and referral requirements. It 
provides for the identification, selection, development, recognition, and 
career referral of well-qualified employees throughout the AMC, 


b. Coverage . This regulation applies to all AMC employees who occupj 
positions in grades GS-7 and above in the following series: GS-905-0, 
General Attorney; GS-1221-0, Patent Advisor; and GS-1222-0, Patent Attor- 
ney (fig 1). Lists of qualified candidates for legal position vacancies 
will be furnished through the Career Referral System following the pro- 
cedures established by this regulation. 


1-2. Primary responsibility. . The General Counsel, N , eadqva , rt . ers , AM^ is 
the function^ chief for thl AMC Career Program for Attorneys. The AMC 
General Counsel is responsible for the direction, coordination, and con- 
tinuous evaluation of the program. In so acting, he w e Head- 

overall staff supervision of the Director of Personnel and 
quarters, AMC, except as to those authorities that have been delegated to 

him personally. 

1-3. Special provisions . One objective of career manapment is 
quality staffing. With appropriate initial selection, ^ 

opment, individuals for this quality staffing should available and can 
be identified within the current work force. As the in probleir 

through training and experience, it will be poss . supervision of 

of increased complexity, to reduce the necessi y at the 

his work, and to consider him •^^Sher-grade^positions 
installation where he is then employed or 
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activity. However, there must be provided a continuing program for iden- 
tifying and evaluating outside candidates with outstanding experience to 
insure selection of the best qualified candidate regardless of source. 
Highly qualified outside candidates may be nominated by the office having 
a vacancy for consideration under the provisions of CPR CPI. 4. 

1-4. Definitions. Certain terms used throughout this regulation have the 
following meanings, so far as career management is concerned: 

a, General counsel will mean the General Counsel, Headquarters, AMC. 


b. Chief counsel will mean the head of the legal office of a major 
subordinate command, or of any other installation or activity reporting 
directly to Headquarters, AMC. 

c. Counsel will mean the head of the legal office of any installa- 
tion or activity within AMC other than those referenced in b above. 


d. Junior level (fig 2) refers to attorneys in grades GS-7 through 
GS-9. In general, they should be on a standard job description so a 
they can work as assigned within the office in which they are employed. 

They will usually assist attorneys at the intermediate and senior l^els 
and their work will be reviewed by an attorney at 
problems assigned to these junior level attorneys 

the less complex legal and factual issues, increasing i • ^ ^ 

they progress toward grade GS-11* 

o. level (fl« 2) refer, to attorneys 

and GS-U. In general, their poaltlon “4 

or areas of specialization, but will not call for the exercise 
supervisory functions except to the extent that they may e ass s 
time to time by attorneys at the junior level. 

f Senior level (fig 2) refers to attorneys in grades GS-13 

handle any type of problem that may be presented 

« Fveoutive level (fi g 2) refers to attorneys in grades GS-15 and 

8» Executive levej. tJ.. rri^F^req of maior organiza- 

above. They will be assigned as heads of S £ areas, super- 

tional elements within such offices, or o ^ ediate and junior levels, 
vising the work of attorneys at the senior, intermediate, and ju 
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Section 2 

TRAINING AND DEVELOBIENT 


Paragraph 


General 

Overall training plan 
Junior level 
Intermediate level 
Senior level 
Executive level 
Job rotation 
Self -development 
Mobility 

Development of nonmobile employees 
Budgeting for the training program 


2-1 

2-2 

2-3 

2-4 

2-5 

2-6 

2-7 

2-8 

2-9 

2-10 

2-11 


2-1, General. Training and development as it relates to the Civilian 
IttirniTWer Field applies to the full range of -tivities that increase 
the Individual's competence and potential in this career field, 
include all types of formal and informal, on- and off-duty courses 
developmental Ltivities, Whether initiated and/or sponsored by the indi- 
vidual or by the Government. Also included are special assignments, 
participation in activities of professional organizations, indepen 
reading and study and participation in scheduled law and „ 

anfseminars given by Lr associations and law schools. Provisions of CPR 
T4 will be adLred to in planning and accomplishing the technical and 
managerial development of career program participants. 

o-o nuprall training plan. a. The overall training plan for the Civil- 
ianAt W career Ffe ^T T s directed toward developing ° 

^T'd^cLton }rrir:f;eftfff1hrG0— P-cess, even 

future developments dictate, mA^available. The overall training 

other developmental opportunities beco 

plan is shown in appendix A. 

b. Adherence to this plan at ^®^®g®,g^J;i/the^individual^to^^^ 

of attorneys to their mLt competent staffing of 

advance in his profession, and assur g 

legal positions in the AMC* 
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2“3. Jutilor level . Attorneys In grades GS-7 through GS-9 will he given 
the following training at such appropriate times, preferably during the first 
l8 months after initial appointment, as may he determined by the general 
counsel, chief counsel, or counsel, as appropriate. 

a. Procurement Law Course (3 weeks) given at The Judge Advocate 
General (JAG) School, University of Virginia, Charlottesville, Virginia. 

b. Defense Basic Procurement Course (5 weeks) at the U.S. Army 
Logistics Management Center, Port Lee, Virginia. This course provides a 
detailed study of procurement procedures in Armed Services Procurement Regwla- 
tions (aspr) as well as a general survey of basic statutes and authorities 
governing procurement that underlie the ASPR. 

2-4. Intermediate level . Attorneys in grades GS-11 and GS-12 will he 
given the following training at such appropriate time as may be determined by 
the general counsel, chief counsel, or counsel, as appropriate: 

a. Defense Advanced Procurement Management Course (3 weeks) given 
at the U.S. Army Logistics Management Center, Fort Lee, Virginia. This coursi 
is a comprehensive review of all the policy areas of the Armed Services Pro- 
curement Regulation. Attorneys shoxald he scheduled to attend this course 
from time to time as a refresher course. 

b . Attendance at the Procurement Law Course at the JAG School, 
aforementioned, and participation in scheduled law and allied symposia and 
seminars presented by bar associations and law schools, etc. 

c . The Defense Procurement Executive Refresher Course, given by 
the Department of the Navy, is required for all procurement personnel. Since 
most attorneys are Involved in the procurement mission, attendance at this 
course should he scheduled at appropriate intervals. 

2-5. Senior level . Attorneys in grades GS-13 and -l4 as determined by tl 
general counsel, chief counsel, or counsel, as appropriate, will participate 
scheduled law and allied symposia and seminars presented by bar associations, 
law schools, etc. In addition, they should he scheduled from time to time, 
usmlly at intervals of from 5 to 10 years, to take the Defense Advanced Pro 
curement Management Course and the Defense Procurement Executive Refresher 
Course. These will serve as refresher courses. 

2-6. Executive level , a. The general counsel, assistant general counse! 
chief counsel, counsel, and attorneys in grades GS-i5 will, as appropriate, 
attend symposia. 

b. Generally, at all the aforesaid levels, participation in bar 
association programs and committees, and submission of legal and allied 
articles is encouraged and should be undertaken by the individual attorney o 
, own initiative. 
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2-7. Jol) rotation . In consonance with the foregoing and the needs of the 
Office of General Counsel^ Headquarters^ AMC, and of legal offices at major 
subordinate commands and their installations and activities, legal personnel 
in grades GS-7 through GS-13 will, generally, within the areas of their 
assigned legal office, be rotated for familiarization and training purposes 
for a temporary period of time, as determined by the AMC General Counsel, or 
by the chief counsel or counsel of the respective legal offices . Such rota- 
tion assignments, if for periods not in excess of 6 months, will not require 
prior approval of the chairman of the AMC Legal Career Management Committee, 
but an Informal notice of such assignments will be forwarded to that chairman 
for inclusion in the civilian attorney career file maintained for each attorney 
by that committee. Typical areas for rotation assignments are shown in 
appendix B. 

2-8. Self -development . a. Self -development activities are an integral 

part of the Civilian Attorney Career Program. In addition to courses spon- 
sored by the Department of the Army and AMC as indicated in the overall 
trai.ning plan, special training at nongovernmental facilities and at profes- 
sional societies and universities is encouraged. The employee should insure 
that he is fully oriented on new programs and on those that are receiving 
emphasis . Registrants are encouraged to undertake individual projects to 
enhance overall knowledge and understanding of the legal field, to increase 
competence in particular areas of interest, and to help overcome any short- 
comings identified in the appraisal process. 

b. The career employee in the AMC plays a very strategic role in 
the overall defense mission. It is very important that commanders and all 
supervisory personnel urge each careerist to develop to the peak of his 
potential. His career is limited only to the extent of his ability and 
willingness to accept the challenge- of self-development. Maximum efforts 
should be exerted to insure that each careerist is provided with planned 
opportunities for development and progression within AMC. This team 
effort can only result in further establishing leadership capability and 
bringing about greater achievements in all of the heavy responsibilities 
that have been, and will be, assigned to AMC. 

2-9 . Mobility . Inasmuch as career management embraces AMC-wide missions 
and functions at all levels of responsibility, careerists Interested in ad- 
vancing to more responsible positions must recognize the need for accepting 
reassignments and transfers, some of which may involve geographical move- 
ment. Career progression in a large measure will be dependent upon the 
individual’s willingness to accept assignments that offer developmental and 
advancement opportunities. Intercharge assignments, details, attendance 
ab professional and technical associations, and extra developmental assign- 
ments should be accepted by the careerist as a regular and vital part of 
the development process. Within operational limits,, Job assignments 
generally will be in accordance with the expressed preference and perform- 
ance record of the careerist. 
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2-10. Developmenit of nontnoblle employees . The training and development 
needs for careerists who, for personal reasons, cannot be mobile must not 
be overlooked. Such careerists should be provided with all the training 
that is necessary to prepare them for assignments at the local level. 
Careerists who can only pursue career development at the activity level 
will not be barred from consideration for vacancies that arise at loca- 
tions where they are employed, 

2-11. Budgeting for the training program . The general counsel, chief 
counsel, and counsel, as appropriate, will support the civilian personnel 
officer of his particular command, activity, or installation in acquiring 
the necessary budget for the training program in accordance with the 
requirement of this career program. 


Section 3 

REGISTRATION AND REFERRALS 



Paragraph 

General 

3-1 

Qualification inventory 

3-2 

Registration and changes 

3-3 

Responsibilities 

3-4 

Selection and assignment 

3-5 


3-1. General . a. This section prescribes requirements for central 
registration and referral to provide a source for recruiting assistance 
and to assure consideration of qualified employees throughout AMC in 
filling attorney positions. 

b. Registration of employees covered by this career program will be 
accomplished within 30 days after receipt of this regulation. 

3 - 2 , Qualification inventory . Headquarters, AMC (AMCPT), will maintain 
a qualification inventory file for all employees who occupy positions at 
grades GS-7 and above in the General Attorney Series, GS-905; the Patent 
Advisor Series, GS-1221; and the Patent Attorney Series, GS-1222. In 
addition to referral and selection activities, the central inventory files 
will be utilized by Headquarters, AMG (AMCPT), to: 

a. Analyze the manpower resources of the career field with respect 
to age groupings, educational levels, mobility, advancement patterns, 

and other factors as a basis for establishing long-range personnel staff- 
ing plana. 

b. Supplement other resource data used to develop career intake 
plans . 

c. Plan training and development program requirements. 

d. Support mobilization planning and emergency buildup of activitie* 
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3-3* Registration and changes ♦ Employees who have not previously been 
registered in the AMC Talent Bank will complete DA Form 2302 (Qualifica- 
tion Record--Civilian Personnel). Registration forms will be reviewed 
by the Civilian Personnel Office for accuracy prior to the keypunching 
of data on punched-card machine (PCM) cards for submission to the AMC 
Data Center for inclusion in the Talent Bank. Instructions for the con- 
version of PCM cards and the preparation and processing of changes are 
contained in AMCR 18-1. 


3-4. Responsibilities . a. Employees, supervisors, and civilian per- 
sonnel officers are responsible for assuring prompt submission of reg- 
istration forms and changes. 


b. Civilian personnel officers are responsible for prompt sub- 
mission of the DA Forms 2302 for conversion to PCM cards to register 
employees and to effect changes. Changes involving official petsonnel 
actions (e.g., reassignments, promotions, separations, transfers, etc.) 
will be initiated in the personnel office at the time the Standard Form 
50 (Notification of Personnel Action) is prepared. Local procedures will 
be established to assure timely reporting of these and other types of 
personnel actions and changes relating to individual central qualifica- 
tion record. Completed forms will be carefully reviewed to assure com- 
pleteness and accuracy prior to conversion of PCM cards. 


c . Supervisors are responsible for assuring that subordinates are 
registered in the central inventory file and that changes are reported 
promptly . 

d. Employees are responsible for completing the initial and subse- 
quent DA Forms 2302 in a complete, accurate, and legible manner. 


3-5. Selection and assignment , a. Referral and consideration of quali- 
fied candidates from the central qualification inventory file is mandatory 
prior to filling each vacant position in grades GS-11 and above covereo 
by the provisions of this section. 

b. At the request of the Army General Counsel; Headquarters, AMC; 
Judge Advocate General; and the Corps of Engineers, DA, exchange copies 
of applications received from outside attorney applicants. To a more 
limited extent, the three offices exchange lists of attorney vacancies. 
This is a very desirable system, and will be continued to t e max mum 
extent possible. 


c. Requesting referral . In requesting referral lists of candidates 
for positions in the GS-905-, GS-1221-, GS-1222-series n gra 
and above, installations and activities submit a request g 

command channels to the Commanding General, AMC, AT . > 

candidates’ qualification records. The request will be 
2302-2 (Request for Referral List) together with AMC Form (Career 

Program Referral Listings Request) using experience codes s PP 

dix C V 
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d. In requesting a referral list, the office with the vacancy may 

nominate an outside candidate who is considered to have outstanding quali- 

fications for the particular vacancy. The nominee's name and social secu- 
rity number will be placed on the DA Form 2302-2. To the request should 
be attached a Standard Form 57 (Application for Federal Employment) from 

the nominee for review by a Legal Personnel Screening Committee. 

e. Prescreening of candidates . AMC Forms 1276 are forwarded to the 
AMC Data Center for retrieval and printout of records of candidates who 
basically qualify for the vacancy. 

f. Ad hoc screening committees . Upon receipt of the printout record 
from the talent bank, an ad hoc committee of knowledgeable officials will 
be assembled for the purpose of screening eligible employees and develop- 
ing a referral list of candidates for the position. The committee, chaire 
by the Assistant General Counsel for Procurement Law, Headquarters, AMC, 
will consist of three members, two of whom are functional representatives 
designated by the General Counsel (of whom one will be the Assistant Gener 
Counsel for Procurement Law), and the third member will be a personnel tec 
nician designated by the Director of Personnel and Training, AMC. Candida 
will be identified on the basis of specific requirements of the position, 
qualifications of the Individuals, and their indicated availability for tr 
fer with the continental United States or overseas. 

g. Preparation and dispatch of referral list . When the ad hoc com- 
mittee completes its selection of best qualified candidates, a transmittal 
listing will be prepared and forwarded to the installation that initiated 
the referral request where a selection will be made. The installation wil 
then secure the necessary approval as required by CPR A8. 


Section 4 

APPRAISAL AND COUNSELING 


Paragraph 


General 4-1 
Appraisal and counseling process 4-2 
Review and evaluation of appraisal and 

counseling infoirmation 4-3 
Awards and recognition 4-4 
Appendix A. Attorney Career Pattern. 


B. Typical Areas for Rotation Assignments. 

C, Table of Experience Codes. 

General . The proper planning for development of Individuals and 
for effective staffing in the career program for attorneys is dependent 
upon an impartial appraisal and counseling system. The results of employj 
appraisal and counseling will assist in determining the extent to which ei 
ployees will advance and the degree to which their training needs are fori 
cast and met. Capabilities cannot be fully used and deficiencies cannot 1 
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detected and corrected without accurate portrayals of the individual em- 
ployee's job performance and his potential for development. Therefore, 
it is evident that effective appraisal and counseling are fundamental to 
the success of the program. 

4”2. Appraisal and counseling process , a. Proper career appraisal and 
counseling by supervisors are essential to the development of realistic 
Individual career plans. The appraisal and counseling process must be 
objective and realistic. It must take into account aptitudes, demonstrate- 
ed ability, experience, overall qualifications, individual characteristics 
and career goals. Discussion with employees should point up specific devel- 
opmental needs and potential areas of advancement. 

b. Career counseling is a continuing supervisory responsibility and, 
as a minimum, will be accomplished at least once each year. The strengths 
and weaknesses documented on DA Form 2302-4 (Employees Performance and 
Career Appraisal) will be discussed with employees during the annual ap- 
praisal. Employee interests and career desires will be determined and 
discussed candidly during annual career counseling interviews. This is 
particularly important during the early states of an empolyee's career. 

A detailed discussion of the appraisal and counseling process is found in 
CPR CPI. 3. In the appraisal process, full compliance with the basic prin- 
ciples and requirements of CPR P4 will be observed. 

4-3. Review and evaluation of appraisal and counseling information , a. 

All employee performance and career appraisal forms, DA Forms 2302-4, 
for registrants in the career program will be reviewed and evaluated in 
accordance with CPR CPI. 3. ■ 

b. DA Form 2302-4 data will be processed for transmittal to the 
Chief, AMC Data Center, in accordance with AMCR 18-1. 

4-4. Awards and recognition . The adequate recognition of personal 
achievement is essential to successful career development programs. At 
appropriate times in the appraisal and counseling process, supervisors 
will be alert to employee achievements for which honorary or monetary 
awards are warranted. Requests for such recognition will be submitted 
In accordance with incentive awards program regulation. 
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typical areas for rotation assignments 




GENERAL 

COUNSEL 







1 


"T 




Adversary 



Legal 


Patent 

Proceedings 


Service 



Law 

Division 


Division 


Division 


(1) Appeals' 

(2) Bankruptcy 

(3) Claims 

C^) Litigation 

(5) Mistake in 
bids 

(6) Contract 
adjustments 

(7) Other 


(1) Taxes 

(2) Matters 
pertaining 
to real and 
personal 
property 

(3) Procurement 
irregular- 
ities 

(4) Security 
matters 

(5) Industrial 
and intergroup 
relations and 
labor matters* 


(1) Claims and 
litigation. 

(2) Opinions 

(3) Patent pro- 
secution 

(4) Other 


(6) utilization of 
Government facp- 
ities and tooling- 

(7) Other. 



Procurement 

Law 

Division 


( 1 ) Precontract 
activities 

(2) Contract modi- 
fications 

(3) Procurement 
regulations 

(4) Offshore 
procurement 

(5) Fiscal matters, 
including 
reports 

(6) Contract 
termination 

(7) Other 
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CHAPTER D2 
DETAILS 


Section 

General Provisions 1 

Details within Army Establishment 2 

Section 1 

GENERAL PROVISIONS 

Paragraph 

Delegation of Authority 1-3 


1-3. (Added) The detail of a non-PL 313 or Supergrade employee from his 
authorized position to an authorized Public Law 313 or Supergrade 
position vacancy, or, the detail of a Public Law 313 or Supergrade 
employee from his authorized position to another PL 313 or Super- 
grade position or to a non-PL 313 or Supergrade position requires 
prior approval of Headquarters, AMC. No commitment, however tenta- 
tive, will be made to any employee concerning a detail until re- 
quired prior approval has been obtained. Requests for approval 
will be signed by the installation or activity commander or by the 
commander of the major subordinate command. 

Section 2 

DETAILS WITHIN ARMY ESTABLISHMENT 


Paragraph 

Civil Service Commission Requirements 2-1 

2-l,b.(l) (Added) Competitive service positions. The Central Office 
of the U.S. Civil Service Commission, Washington, D.C., exercises 
examining jurisdiction over all Public Law 313 and Supergrade positions. 
Requests for prior approval in excess of 6 months will be submitted 
through the Commanding General, AMC, ATTN: AMCPT-CP. Headquarters, 

AMC, will transmit those requests with which it concurs through the Depart 
ment of the Army to the Commission when the request is connected with 
a reorganization, and, directly to the Commission in Instances where 
reorganizations are not involved. Requests for approval will be 
signed by the installation or activity commander or by the commander 
of the major subordinate command. 
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CHAPTER E2 

GRIEVANCE AND APPEAL PROCEDURES 


AfDR 690 - 3 i C32 


General provisions 
Gonsldemtion of 'type I grievances 
Consideration of type II grievances 
Appeals from adverse actions 
Appendix II. Type I Grievance Review 
Processing Form (Added). 

Appendix III. Type II Grievance Review 
Processing Form (Added) . 

Appendix IV. Adverse Action Appeal 
Review Processing Form (Added) . 


Section 

1 

2 

3 

5 


Section 1 

GENERAL PROVISIONS 


Levels of decision 


1-7 


LEVELS OF DECISION 

1—7* a. The levels of decision^ above the employing activity ^ for 
purposes of grievances and appeals, in the U.s. Army Materiel Command 
(AMC) will vary dependent upon the type of grievance and the command 
relationship of the employing activity. These levels are delineated 
in appropriate sections of this regulation. 

b. Commanders of major subordinate ocanmands are hereby authorized 
to act upon and decide grievance appeals of employees assigned to 
installations and activities under their command jurisdiction. However, 
where the relationship between a major subordinate oommand and a sub- 
element precludes the existence of separate and distinct "decision** 
and "appeal" levels, the appellate function will be performed in 
Head<iuart.ers, U.S, Army Materiel Command. Major subordinate eoansands 
and aub elements to which this exception applies are named in appropriate 
sections of this regulation. 


E2-1 
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Section 2 

CONSIDERATION OP TYPE I GRIEVANCES 

Paragraph 

Third Step 2-4 


THIRD STEP 

INTERMEDIATE CCWMAND CONSIDERATION 

2.4,b.(3) Type I grleTancea (see app II) requiring submission to any 
higher headquarters for decision will be forwarded through AMC command 
channels . 


Section 3 

CONSIDERATION OF TYPE II GRIEVANCES 

Paragraph 

Third Step 3“4 


THIRD STEP 

3-4* a« Intermediate command levels for consideration and review of 
type II grievances (see aPP Hi) ee follows: 

(1) A grievance originating in Headquarters, AMC, will 
be reviewed by the Headquarters, Department of the Amy. 

( 2 ) A grievance originating in the Headquarters of a 
major subordinate coanmand will be reviewed by Headquarters, AMC. 

(3) A grievance originating in an installation or 
activity reporting directly to Headquarters, AMC. will be reviewed 
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Section 5 

APPEALS FROM ADVERSE ACTIONS 
(see app IV.) 


Paragraph 

Report on an appeal 5-4 

REPORT ON AN APPEAL 

(Added) Decision. For the pnrpoae of this section, the 
teiTo ''major commander” is defined as follows: 

(1) For emplc^ees of Headquarters, AMC, the major 
commander is the Chief of Staff, Department of the Army. 

(2) For employees of the headquarters of AMC major 
Subordinate commands, the major commander is the Commanding General, 
AMC. 

(3) For employees of installations and activities 
reporting directly to Headquarters, AMC, the major commander is 
the Commanding General, AMD. 

(4) For emplc^ees of installations and activities 
imder the jurisdiction of an AMC major subordinate command, the 
major ccanmander is the Commanding General of the major subordinate 
Command except that the Commanding General of Headquarters, TJ.S, 
Army Materiel Command, is the major commander for employees of the 
D.S. Amy Missile Support Command, U.S. Army Electronics Support 
Ccanmand, and U.G. Amy Tank- Automotive Center. 

RIGHT TO REVIEW OR FORTHER APPEAL 

Within the Department of the Anny 

!>- 6 .a. An employee who receives an adverse decision from the 
commander of a major subordinate command has the right to request 
a review of the decision by the Secretary of the Army, Commanders 
of major subordinate commands receiving requests for review under 
this provision will forward them to the Secretary of the Army, 
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TYPE I GRIEVANCE REVIEW PROCESSING FORM 

Section I. AMC FORM 1015 
(CHECKLIST FOR TYPE I GRIEVANCES) 


CHECKLIST for TYPE 1 GRIEVANCES 
(AMC REO eao-il 

DATE 

INSTRUCTIONS i Typo t Oriovortcoo witt bo executed 6p iho tooponitbh affictat ot Uio ompicylti^ Mctivlly h eoaoi irhoro iAo 
drtevoncB connol ba roaolved tocatfy, (tomo I thru 8a, 9 and 9a witl ba aaocutad by the roaponatbta cUicfat oJ tha amplcytn^ 
ttcf/Wtp. Hama 8b, tOa, b, c, and d wlSi ba executod 6y iAo rosponalMo ofUciat ot tba intamadUta command concamad. 

DEFINiTJON: Typa 1 Qriovancoa are oxp^oaatono of diaeaUafactlon ovat apacflic Inatancea of tho fntarprataUctJ or a ppU cation 
of any /ojulaf/onOj poMcioa. or procadurae taaued by fiaadquattara, Dapaitment of tha Army or by tho fieadqoartara of an appro** 
pvfalQ corntnand. (Ralotonca CPR E 2.2) 

TO: 

FROM: 

NArtC OF EMPLOYEE 




YES 

NO 

1. OJO EMPLOYEE SUBMIT GRIEVANCE IN WRITING WITHIN 10 WORKDAYS AFTER COMPLETIOM OP THE tMD STEP 
AND RECEIPT or SUPERVISOR'S MEMORANDUM FOR RECORD! 



2. IS SUPERVISOR'S MEMORANDUM FOR RECORD {2ND STEPl INCLUDED IN CASE RECORD 1 



1. WERE ALL PARTIes CONCERNED FURNISHED A COPY OF THE SUPERVISOR'S MEMORANDUM FOR RECORD t 


—1 

4. HAVE SUBORDINATE COMMANDS COMPLETED THEIR ACTION WITHIN 10 WORKDAYS t 


HHi 

S. NAME OF STAFF OFFiCEtSi RESPOKSIDLE FOR THE RE0ULAT1OK, POLICY OH PROCEOURB IN 0UE9T1ON FOR 
REVIEW, DECISION AMD REPLY, flf fitoro than one, Hat them). 


■ 

1, DOES AH EMPLOYEE OROAHITATIOM HAVE EXCLUSIVE RECOGMITION STATUS 1 




A, DOES 'fmS GRIEVANCE INVOLVE A DECISION ON PERSONNEL POLICIES OR OTHER MATTERS WHICH 
MANAGEMENT IS OOLIOATEO TO DISCUSS? (!( anewar la yea, comptoto {!) helcw}. 


■■ 

iU WAS THIS OBLIGATION FULFH-LED f (It not, axptatn why It waa iioO 

■ 

JH 

B, DOES THE WRITTEN AOREEMENT WITH AN EMPLOYEE-OROAHIZATIOH HAVINO EXCLUSIVE RECOOKITION 
CONTAIN GRIEVANCE OR APPEAL PROCEDURES DIFFERENT mOM CPR €tt _ 



(!i DID THE EMPLOYEE ELECT TO FOLLOW THESE PROCEDURES! 



1, ARE COMMENTS BY THE EMPLOVINO ACTIVITY INCLUDED! 

\mm 


1, WAS MAJOR SUBORDINATE COMMAND REVIEW HEQUIREO t 



A. IF YES. ARE THEIR COMMENTS IMCUUDED ! 



B. WAS THIS REVIEW PERFORMED WITHIN THE TIME LIMIT 110 WORKDAYS M 



•V ARE THE MATTERS IN THIS GRIEVANCE APPROPRIATE FOR DECISION AT THE OEPAHTMENT OF THE ARMY 
LEVEL! 



A. IF YES, HAVE COMMENTS BEEN PREPARED FOR FORWAROIHO THE CASE TO THE OEPAHTMENT Of THE 

ARMY! - - - 




19. 


COMMAND ACTION 


A. •UIPEMSE OATK rOR RtPLY TO VISAVE THU COMMAHO 


B. SUSPENSE DATE FOR RCPLY TO BE PURH1IHED ADDREBSEn 


C. fUMNARtZK DICUIOM OR REPLY AND ALSO ATTACH COPY OP REPLY. 


D. D*ct»l€ 0 \ to ooyp/ofoo chowio/- wtU Indtcmte th*i no Itttth^r r»We«^ io oroilofcfa ^tAin rt* Doportmortt of tAo Amf If 


TYPED NAME OF PERSON SIOHINO THE REPLY 

SIGNATURE 



SIGNATURE 

IIONATURE 

Tlfta 6fanJ^ atiowlni **mtgn»turo ot paraon 
AMC maklni Aa doctainn with raapaat to 
Halation to that atfact will ba ahown In tAf 
TUB spaeM iwidaf **al4naturaa of t 

ISbvw mtlawad 0to JrtapMiew. 

atgnlni raply** will ba tha atgnatm of Uia appcopriata rwaponaib-U iHAin 

tha gHarmnca. Whara tha daclalcn la tondarod by Haadqumrtarmt Dapartwanf oi Atmft 

1 apacaa ptowidad tot tha algnatura„ 

ha tarlawara** witt ba di* atpnaturaa af fha raapowalMa oUtotata wftMn 4MC wiho 


A|ir |A|c 

1 OiCtt 


B2-n-i 
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CHECKLIST for TYPE II GRIEVANCES 

( (AMC AEG «90->3) 


INSTHVCTIONSt litm» t thtu 7, (nclua/ve, wlU exmcuted by f/ia raopetfibfe o///eMI of th^ empfoyfnj oatirtiy 
$ wit/ bo execufod by the intermadiote eooimertd coftcawod. 

DEF/MTfOfft Type /f firieyirtcoo ora thoae tnvo/yJn^ amp/oyee dtaoatJofootlono wt/h MaarWc# ploeamont end 
tfofntn^ and davatopmant aiiuattono or condlltorta {Roforonca CPfi E 



NAME or EMPLOYEE 


1. DID EMPLOYEE SUBMIT GRIEVANCE. 1H WRITIHO WITHIN 10 WORKDAYS AFTER COMPLETtOH OF THE 1ST STEP 
AND RECEIPT OF SUPERVISOR’S MEMORANDUM FOR RECORD t 


t, IS SUPERVISOR'S MEMORANOUM FOR RECORD |1ST STEP) INCLOSED IN CASE RECORD f 


1. WERE ALL PARTIES CONCERNED FURNISHED A COPY OF THE SUPERVISOR’S MEMORANDUM FOR RECORD 

HIT STEP I r 

4. WAS REQUEST FOR CONsloERATlOH BY HIGHER ECHELON INITIATED WITHIN 10 WORKDAYS OK THE DATE OF 

RECEIPT OF THE LOCAL COMMA NDER'S OECISIQN T 

i. la ORICVANCE EjrAH?H*E^6ifr INVEST! oXtING OFFICIAL'S REPORT OF INQUIRY INCLUDED IN CASE RICOROI 

i. DID LOCAL COMHANDINO OFFICER’S orXISlOH: 

A, INCLUDE STATEMENT OF REASONS FOR DECISION t 


0. INCLUDE A COPY OF THE IHVESTIOATIMO OPriClAL'S MEMORANDUM REPORT! 


C, IF ADVERSE TO EMPLOYEE. INFORM HIM OF HIS RIGHTS TO REQUEST FURTHER REVIEW AND APPLICABLE 
TIME LIMITS I - 


7, DOES AM EMPLOYEE OR0AHIZAT1OH HAVE EXCLUSIVE RCCOONITlOM STATUS! (tf !• K««i COWpl*f# 

I H fcaldw). . 


Ai DOtl THIS GRIEVANCE INVOLVE A DECISION ON PERSONNEL POLICIES OR OTHER WATTBRI WHICH 

MAHAOEMENT 15 OBLIGATED TO DISCUSS t (// artawcf to yaa, complafe ( f ) Mow* . . _ . 


lit WAS THIS OBLIGATION FULFILLED! ft f not, axptatrt why /t waa not). 


COMMAND ACTION 


A. lUaPENSt DATE FOR REPLY TO LEAVE THIS COMMAND I B. SUSPEHIE DATE FOR REPLY TO IE FURMIIHIO ADDRBlSER 


C. lUHMARtlE OECIltON OR REPLY AND ALSO ATTACH CORY OF REPLY. 


0. DOES DECISION TO THE EMPLOYEE, THROUGH CHANNELS. iNCLUOEl 
(11 reasons ON WHICH DECISION IS BASED ! 


(II SrATEHENT THAT EMPLOYEE IS HOT ENTITLED TO FURTHER REVIEW WITHIN THE DEPARTMENT 
OF THE ARMY! 


TYPIO NAME OP PERSON SIONINO THE REPLY 


m# tfanh ohowing f^a/gnoture ot poraon atgnfpg rapfy** witt ha the at^hvadtha oppfopdoio mo^ndbto oi0M w^Mn AMO 
moUnj ^ dodmicn with roapact to tha gyiavanca 

Vm biank o^coa mdat •Uignatuta of rorlawara** witt ba tha atgnaturaa of tha napenathta ofttoMa wi0tfn AMC wWo haf 
rariawad tha itiavanea, ^ 
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APPENDIX IV 


ADVERSE ACTION APPEAL REVIEW PROCESSING FORM 

Section I. AMC FORM 1017 
(CHECKLIST FOR ADVERSE ACTION GRIEVANCES) 


CHECKLIST for ADVERSE ACTION GRIEVANCES 

(AMC REC 690-11 


iHSTfiVCTtONSt Ilema I thru 6, Incluafvo, wltt ba nxecuted by the ^tfevance examiner w/io proceaatd the cete. 

Hem 7, efc., wttf 6o executed by the eppreprlato commarfrf AU(fioW/|’ reWowifltf (na A/fevAnea exemmet repott* 

DITF/N/T/OjV; Advet/tn action appen(a ra.tuff ttnm any action taken undet Iho pmvlalona cf CPR S except Art oral teprlmantl, 
and CPR R 3 actlona. 


TO: 


FROM: 


HhHE. or EMPiovre 




1 


EQU 

SI 

(, DOES THE CASE RECORD CONTAIN THE FOLLOWING. NEC ESS ARY TOR PROCESSING 7 

A. GRiEVAMCrt EXAMINER’S REPORT OF INQUIRY 

Hi 

■1 

B. OrflCIAL PERSONNEL FOLDER 



C. EMPLOYEE’S written APPEAL 



D. TRANSCRIPT OR'SUMMARY OF ANY HEARING HELD □ 



E. EXHIBITS OF ANY KINO INTROOUCEO AT HEARIHO LJ 



F. ORGANIZATION CHART SHOWING EMPLOYEE'S LOCATION IN THE ORO AN12 ATIOM, IF PERTINENT 



G. CORREHT JOB DESCRIPTION, IN APPEALS INVOLVING SALARY AND WAGE DETERMINATIONS L-J 



2, DOES THE GRIEVANCE EXAMINER'S REPORT OF INQUIRY CONTAIN THE" FOLLOWING f 

A. NAME OF EMPLOYEE AND INSTALLATION 



! B. SPECIFIC STATEMENT OF ACTION GIVING RISC TO THE APPEAL, INCLUDING tOCHTIFylMO 



1 G. SLjr‘*ARY STATEMENT OF TH . UASU .JN WHICH THE EMPLOYEE REQUESTS REVIEW 



D. LISTING OF SPECIFIC ISSUES ■ • UVEREO IN THE INQUIRY . ACCOMPANIED WITH STATEMENTS 

or rr'IOiNfiS of fact on EA;:i% • IE. INCLUOIMO citation of the SOURCES OF EVIDENCE 



E. SPECIMC STATEMENT OF FINDINGS OF FACT ON REGULATORY AND 

IN THE ACTION GIVING RISE TO THE APPEAL, INCLUDING CITATION OF THE SOURCES OF EVIDENCE 



f, specific STATEMENTS OF CONCLUSIONS FOR EACH ISSUE CONSIDERED 

■■■I 


1. ANSWERS TO THE FOLLOWING MAY REQUIRE DIFFERENT (othiu than CPR B2) TYPE PROCESSING AHO/OR 
CONSIDERATIONS IN THE CASE 

•A. DOES THIS APPEAL HAVE SECURITY PROGRAM IMPLICATIONS f 

■ 

Hfjl 

B. IS THIS AN ACTION REQUIRED TO BE ADJUDICATED UNDER SR 610-a20-M 



C, DOES THIS APPEAL ARISE FROM AM ACTION TAKEN UNDER THE SECURITY PROGRAM f 



0, HAS THE EMPLOYEE INITIATED AN APPEAL TO THE CIVIL SC RVICE COMMISSION OM THIS SAME ACTION T 



E, WAS THE ADVERSE ACTION TAKEN AT THE SPECIFIC DIRECTION OF THE CIVIL SERVICE COMMISSION T 



F, 19 THIS A COMPLAINT OR APPEAL FROM AN APPLICANTI fHitO CPR R2> 



0. IS THIS AN APPEAL FROM A PERFORMANCE RATING I ('.vro CPR P^) 



H. ARC DISCRIMINATORY ISSUES OF RACE, COLOR, CREED OR NATIONAL ORIGIN INVOLVED REQUIRING 
PROCESSING UNDER CPR CZ.S-7 r 



1, IS THIS APPEAL FROM AN OVERSEAS EMPLOYEE, REQUIHINO PROCESSING UNDER CPR E Z.S-B T 



J. OOC^THIS CASE INVOLVE A COMPENSATION ISSUE! (ff aa, tt H'W bn proceeaed to cofPplalJflflJ 

HHI 


4. DIO EMPLOYEE FILE APPEAL MORE THAN 10 CALENDAR DAYS AFTLR EFFECTIVE DATE OF ADVERSE 

ACTION! //yea, 

■ 


1, KAB THERE BEEN COMPLETE COMPLIANCE WITH ALL LAWS. REGULATIONS AND PROCEDURES APPLICABLE 

TO THE ADVERSE ACTION INVOLVED 1 

H 

H 

*, HA«e or OHOAMIV.AT(OH (¥./®r Soborffn.C Comm.rtrf »f AMC. HQ> TO WHICH TM* OWSVAMCt MAMWeH WILL 

SUBMIT HIS REPORT 

TVPID NAMV Of ORIEVANCE EXAMINER 

SIGNATURE 


1017 


Pag* I eti pag*a 
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APPENDIX IV— ConUnued 


ADVERSE ACTION APPEAL REVIEW PROCESSING FORM 

Section I. AMC FORM 1017 
(CHECKLIST FOR ADVERSE ACTION GRIEVANCES) 


CKccHiif for Mveff* Arlion Gil*vqnc*« (con'j) 


COMMAND ACTION 


A. suspense datetofi repuv to leavc this cowmano 


8. SUSPENSE OATE FOH REPLY TO BE rURKISKED ADPnCSSEn 


R. SUMMARIZE M CIS ION OR REPLY AND ALSO ATTACH COPY OF REPLY 








o. ooes DECISION TO THE EWPLOYEF. THROUGH CHANNELS, INCLUDE! 
in REASOnS ON WHICH DECISION IS 


12} ITATEMENT OF ANY CORHECTIVE ACTION TO PK TAKEH. IF APPLICABLE^ 


HI COPY OF QRIEVAHCE EXAWIHCR^S REPORT OF IHQUIRV > 


111 IF ADVERSE TO EMPLOYEE, ADVICE AS TO HIS RIGHT TO REQUEST REVIEW BY THE SECRETARY 
if ThAbSy AHO OF ANyLoHI to APPE/^L action to the CVIt. ieRVICE COMMISSION > 


H) APPLICABLE TIME LIMITS 


e. DOES DECISIOM TO THE INSTALLATION INCLUDE! 

<l) APPEAL RECORD TO BE RETURNED WITH COPY OF LETTER OF DECISION ^ 


ID Aht'CE TO INSTALLATION TO FURNISH COPY^OF LETTER OF DECISION TO EMPLOYEE'S 
RI P -TENTATIVE. IF ANY 1 


W D *OH TO IMSTALLATIOM TO TAKE CORRECTIVE ACTION AS APPLICABLE AND TO FURNISH 

' Kr M NOTIFICATION WHEN SAME IS ACCOMPLISHED t 


r, IP APPEAL IS aeiHO forwarded to the secretary of the ARMY. REVIEW FOR THE FOLLOWINOl 

111 DID EMPLOYEE FILE WRITTEN REQUEST FOR REVIEW WITHIN 10 CALENDAR DAYS FROM DATE OF 
RECEIPT OF MAJOR COMMANDER'S DECISION I 


ID in ADDITION TO DOCUMENTATION HEQUIHEO BY PARAGRAPH 1 ABOVE, ARE SUFFICIENT COPIES 
OF EACH OF THE FOLLOWING APPENDED TO THE RECORD f 

(Al ADVANCE NOTICE AND NOTICE OF PECISION_ 


(B) EMPLOYEE'S REPlV. IF AHY 


(Cl REPORT OF IHDUIRY. LESS TRANSCRIPT OR SUMMARY OF HEARING 


(D| MAJOR COMMANDER'S LETTER OF DECISION 


TYPED NAME OF* PERSON SIGHIHO THE REPLY 


SIGNATURE 


reviewers 


ligHATUnB 


Tfta 6f«ifc thwHntf of p 9 r»on ^ a/rfmlufa of tho oppeoptloto roopon^ihlo oUh\*j i^fhin 

A MC moIttnA thcUfoo wUh r*armr4 to fho firtoync.o. Whtto tho dec/iiort f# rentferad by Hoodouation, Dopotimmf W Amy, 
notation to Iftal alfoct wUf bo ahcwn In tho apaeoa proWdod (or tho aisnaturo. 

m blantt a^e*# latrfar ‘'•IdJialiira# of (ho roytowra** wilt bo tho algnahtroo oi tho noponafbto oWcUf# irflfilrt AHC 
fkarw/awfairMf Ma d^awaoca. 


RIMARNS (if daawad noemmaary} 


Poita 2 012 poioo 
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Appendix D 

DEPARTMENT OF THE ARMY EQUAL 
EMPLOYMENT OPPORTUNITY PROGRAM 

Paragraph 


Applicability and Coverage U‘l 
Policy 0-2 
Staffing 

Assuring Equal Employment Opportunity D-4 
Actions Required 0-5 


D-3. Staffing 

D-3a(2). If the designated Deputy Equal Employment Opportunity Officer Is 
absent from his duty station for a prolonged period due to vacation leave, 
temporary duty, training, illness, etc., or if he terminates his employment, 
immediate action will be taken to designate an Interim or alternate Deputy 
Equal Employment Opportunity Officer. 

D-S1(3). In all cases where the servicing activity Is not located within 
the same facility, the commander of the serviced activity will designate a 
member of his own staff as Deputy Equal Employment Opportunity Officer. 

D-5. Actions Required 

D-5b(l). Plans of Action will cover a fiscal year. 

D»5b{2). (a) Major subordinate commands and Installations and activities 

reporting directly to Headquarters, AMC, will submit their Equal Employment 
Opportunity Plans of Action, and mid-year revisions, to the Commanding General, 
AMC, ATTN: AMCPT-CR, for review and approval by 1 June and 31 December, 
respectively. 

(b) Major subordinate commands will furnish information to the 
Commanding General, AMC, ATTN: AMCPT-CR, regarding their review of activity 
plans of action and mid-year revisions not later than 15 June and 15 January, 
respectively* 
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CHAPTER E6 

RELATIONSHIPS WITH EMPLOYEE ORGANIZATIONS 


Section 


General provisions 1 

Form of recognition 2 

Consultation and negotiation 3 

Section 1 

GENERAL PROVISIONS Paragraph 

Responsibilities 1~5 

Information to Headquarters, AMC 1-9 


RESPONSIBILITIES 

-5. Within AMC, the civilian personnel officer will be responsible for 
nsurlng that dealings with employee groups and organizations progress 
n such a manner as to provide stable and effective employee management 
eiatlons. 

INFORMATION TO HEADQUARTERS , AMC 

-9. a. Commands, Installations, and activities will promptly advise the 
Commanding General, AMC, ATTN: AMCPT-CR, through command channels by -the 
lost expeditious means regarding actual or potential problems arising out 
>f relationships with employee organizations, including the following In- 
lormation to the extent pertinent: 

(1) Names, official titles, addresses, and telephone numbers 
>f the officers of the local employee organizations concerned. 

(2) Number and types of employees represented by such organi- 
zations. 


(3) Names, addresses, telephone numbers, and national affilia- 
tion of union locals Involved, 

(4) The Issues or probable issues involved, 

(5) The statement of action taken or corjtemplated with respect 
to these issues. 

(6) Brief narratlye description of the nature of the dispute, 
and prognosis as to its .solution. 
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b. The Quarterly Narrative Civilian Personnel Administration Reports 
(RCS-CSGPA-663) will include: 

( 5 .) Names and addresses of all local employee organizations that 
have been granted recognition (formal, informal, or exclusive) during the 
quarter. 


(2) The types and number of employees associated with each such 
employee organization. 

(3) National affiliation and offices, if any. 

(4) Any significant labor problems, actual or potential, that 
may reasonably be anticipated. 

(5) Any significant accomplishments evidencing stability of 
labor relations. 


Section 2 

FORMS OF RECOGNITION 


Granting recognition 


Paragraph 


2-1 

2-3 


GENERAL 

2-1, a. When an installation or activity commander has knowledge that an 
employee organization proposes to seek formal or exclusive recognition fc 
a unit that is smaller or larger than the installation or activity, he 
should provide this and any relevant background Information in advance of 
official submission of the request by the organization through command 
channels to the major subordinate command or to the Commanding General, 
AMC, ATTN; AMCPT-CR, as appropriate, in order that the determination as 
to the appropriateness of the unit may be processed expeditiously when it 
is received officially, 

2-1, b, (3) The commander of each AMC major subordinate command has been 
delegated the authority to determine the appropriateness of an employee 
organization's request to establish a formal or exclusive unit that is 
either larger or smaller than an activity. This authority is applicable 
to those Installations and activities that are under his command juris- 
diction. This specific authority may not be redelegated to commanders 
below the major subordinate command level. 

'-.(4) The Director of Personnel and Training, AMG, and, in his ab- 
the Deputy Director of Personnel and Training, are authorized to ac 
''quests to determine the appropriateness of units larger or smaller 
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than an installation or activity that reports directly to Headquarters, 
AMC, 

GRANTING RECOGNITION 

2 -3. a. Formal recogni tion ^ Decisions to deny formal recognition at an 
installation or activity under the jurisdiction of a major subordinate 
command will be transmitted for review through command channels to the 
Commanding General, AMC, ATTN: AMCPT-CR, prior to informing the employee 
organization, Similarly, decisions to deny formal recognition at an in- 
stallation or activity reporting directly to Headquarters, AMC* will be 
reviewed by Headquarters, AMC, prior to informing the employee organiza- 
tion. 


Section 3 

CONSULTATION AND NEGOTIATION 


Paragraph 


Negotiated Agreements 3-4 

NEGOTIATED AGREEKENTS 

3-4* c. When management and employee organization representatives reach 
Lmpasses in negotiations at the local level, reports of such impasses will 
be transmitted through con^mand channels to the Commanding General , AMC, ATTN 
AMCPT-CR, with appropriate comments by each intermediate command echelon ^ 
When impasses are resolved at intermediate command levels, submittal to 
Headquarters, AMC, is not necessary* 
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CHAPTER H2 
HOURS OF WORK 


Eatabliahlng tours 


Section 2 

ESTABLISHING TOURS 


Incidental duties 


Section 

2 


Paragraphs 

2-7a( 1) , C2) , < 3) . 
and (4) C added) 


INCIDENTAL DOTIES 
Guardfl 

2-7a(l) Overtime compensation will not be paid to civilian guards 
for check-in prior to and/or check-out following the normal duty hours 
except when it la required for the following reasons: 

(a) Issuance or inspection of armsi ammunltlon>or equipment; 
or iastianoe of special orders or instructions. 

(b) Transportation to and from distecit duty points > when on- 
post overlap is essential for security reasons, or for emergency 
reasons. 


(c) Traffic control or spot-searches during peak traffic 

periods . 

( 2) Overtime compensation may be paid to civilian guards for 
mandatory weapons familiarization firing (annual) when compsnsatoiTr 
time off ia not feasible. 

( 3 ) Overtime con 5 )enBation will not be paid to eivillan guards 
when: 


(a) It Is opsrationally and economically practicable to 
authorize compensatory time off. However, attention is invited to 
CPR LI. 7-5. 

Cb) Military police may be utilized to acocmplish require- 
ments shown under (l)(b) above, provided such utilization does not 
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J ^ H fvnm fhp assiened military police mission. (This provision 
tf IppUcaMe o.irwhen the requirements =,£ (IXb) above are the .».« 

consideration# ) 


(4) Paid overtime compensation will be limited to actual time 
necessary to accomplish requirements listed in (iXa), (b>, and (c)t 
and (2) above, and normally will not exceed 30 minutes per guard 
npr Hav In particular situations and at certain Installations, 
hLeve^, It is recognized that exceptions to this time limit will 
be necessary. Accordingly, requests for exceptions to or waivers 
from the policy established in this regulation will be forwarded 
through command channels to the Commanding General, AMC, ATTN; 


AMCPT-CR. 
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CHAPTER II 
ISSPECTIONS 


g^totloa 

Civil Service Commlasion inspections 1 

Department of the Army Surveys 2 

On-site evaluations by Headquarters, AMC, 
and headquarters, major subordinate 
oomnands 3 

Section 1 

CIVIL SERVICE COMMISSION INSPECTIONS 

JSaragragti 

Inspection procedures "^“2 

Effecting action ^ 

INSPECTION HiOOEDURES 


Notification 


1-2a» The Deputy Chief of Staff for Personnel, Headquarters, Department 
of the Army, forwards copies of advance notices of U.S. Civil Service 
Conunl salon Inspections to Headquarters, AMC, If the installation or 
activity to be inspected is one reporting to an AMC major subordinate 
command, that command is promptly notified by Headquarters, AMC. 


Reports of Inspection 


o.(l) Presence of a representative of the civilian personnel of x ice of 
the immediate command (Headquarters, AMC, or headquarters of the major 
subordinate command, as appropriate) at oral closeouts of U.S. i,ivii 


Service Commission inspections of installations and activities is highly 

desirable since this will enable the command to deter^ne the need for 

further assistance to the installation or activity being 

AMC Installation and activity (including those reporting directly to the 

Commanding General, AMC), will notify its higher 

infomastlon is available concerning the date on which the oral r p 

to bfi made. 

(2) The Deputy Chi*>r of Staff for Personnel, Headq^ters, Department 
of the Array, forwards copies of vrritten reports of AJffi 
activities to Headquarters, AMS. '/Ihere tne installation 
ports to an AMC major subordinate command. Headquarters, AMO, furnishea 
a copy of the report to that command. 


11-1 



AMCa 690-3, C 1 


EFFECTING ACTION 
Compllanoe Report 

1-3a* Open reoelpt of the ooapliance report « the inetallatlon or 
activity le required to put into effect only those actions with vhlob 
there is complete agreement. All other actions^ Including disputed 
items as veil as those contrary to Departaant of the Avmj or AMC policy, 
are to be processed as Indicated in CPRI1.3. 

Program Requirements and Suggestions 

c. Gompllanoe reports prepared vithin AMu vill include a dlsotission 
of action taken or planned vith respect to the optional suggestions for 
program iaprorement made In the U.S. Civil Service Commission report. 

Section 2 

DEPARTMENT OF THE ARMI SURVEYS 

ft-1. As in the case of U.S. Civil Service Commission Inspeotlnns, 
presenoe of a representative of the Immediate command (Headquarters, AMC, 
or headquarters of the major subordinate command, as appropriate) at 
oral closeouts of Department of the Army surveys at installations atid 
aotlvities is desired. In naqy oases agreement can be reached on the 
spot eonoernlng aotion to be taken on the survey team reoommsndatioaa, 
thus avodlng protracted subsequent correspondence. 

Section 3 

ON-SITB EVAIUAIIONS BT HEADQUARTERS , AMC, AND 
HEADQUARTERS, MAJOR SUBCHDINATB COMMANDS 


Evaluation of operating olvllian personnel 
programs 

Basio elements of on-site evaluation program 
Evaluation of staff olvllian personnel programs 

EVALUATION OP OPERATING CIVILIAN mSONNEL mOGRAMS 

3-'1 . The staff olvllian personnel offices in Headquarters, AMO, and the 
headquarters of each of the major subordinate commands are responsible 
for on-site evaluations of operating personnel programs in installations 
and aotlvities reporting to their oonmanders. The objectives of these 
evaluations aret 


PwqgTftBh 

3-1 

3-2 

3-3 
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a. Continuing s-urvelllanoe over current operations In order to 
identify problem areas by subject matter and organiaatlonal looation, 

b* Systematic program analysis and evaluation. 

0 . Adequate base foi systematic program planning} developnent of 
policies, programs, and standards designed to meet the particular needs of 
the command} and appropriate staff direction and assistance to subordinate 
activities. 


BASIC ELEMENTS OF EVALUATION PROGRAM 

3~2. The program for on-site evaluation of civilian personnel operation, 
as carried out by Headquarters, AMO, and headquarters or each major sub- 
ordinate command, will incorporate the following sloe basic elements: 

a. Policy . A program for periodic, systematic on-site evaluations 
of civilian personnel operations in each Installation or activity report- 
ing to the commander, by members of the staff civlllaa personnel office, 
at least once every 18 months. 

b. Schedules . Advance planning of sohedviles to permit orderly 
meeting of the 18-month cycle of on-site evaluations, to include advance 
provision of necessary travel funds and designation and training of 
evaluation team personnel. 

0. Conduct of on-slte evaluations in aocordanoe with 

published guidelines and standards prepared by Headquarters, AMC, and 
distributed to installations to provide a basis for oommen understanding 
of what la expected in quality of performance by operating civilian 
personnel offices. 

d* Conduct . To provide the advantages of program review "in depth,* 
plus expert staff assistance in specialized areas, the on-site evaluations 
will be conducted by teams of civilian personnel specialists. 

e* fienorts « Presentation of both oral and written reports to the 
inetallation commander in connection with each on-aite evaluation} use 
of reports as a medium for identifying program strengths and weaknesses} 
identifying the causes of the latter} and furnishing constructive staff 
esslstanoe and guidance. 

f . Followup . Provision of effective followthrough on correction 
of deficiencies in individual installations revealed through on-slte 
evaluations. Provision for systematic, periodic review of evaluation 
results for the purpose of Identifying significant civilian personnel 
problems and using the results in formulating civilian personnel programs. 
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Mote . In a number of Infltanoesj an operating olvillan personnel 
office Tinder either Headquartaroj AMC, or one of the major subordinate 
commands furnishes civilian personnel services to an installation or 
activity of another command element of AMC. In these oases^ the servicing 
headquarters will include the serviced installation or activity in its 
on-aite evaluation, and will provide a copy of the report to both the 
serviced installation and ite higher headquarters. Where the report 
reveals that corrective action ie required on the part of the servloing 
civilian personnel office, "followup** on the corrective action will be 
the responsibility of the servicing headquarters. Where requiyements for 
corrective action need to be addressed to the commander of the servieoi 
Installation or activity, the servloing headquarters and the serviced 
headquarters will coordinate in preparation of the correotlve action letter. 

EVALUATION OP STAFF CIVILIAN PERSONNEL PROGRAMS 


3-3. Staff civilian personnel offices are concerned with supervising 
the work of operating civilian personnel offices. Headquarters, AMC, 
and each major subordinata oonmand has a staff civilian personnel organi- 
aation for carrying out this function. Evaluation of how well the major 
subordinate coimanda carry out their staff civilian personnel function 
is the responsibility of Headquarters, AMC. The evaluation will be 
aooompllshed in part by periodic on-aite visits, to be conducted by 
members of the staff of the Director of Personnel and Training, AMD. 
Evaluation standards will ba made available to the major subordinate 
commands well in advance of actual on-slte visits. 
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CHAPTER 110 
INGEHTIVE AWARDS 


Sectiog 


General Provisions 1 

Awards 2 


Section 1 

GENERAL PROVISIONS 


Paragraph 


References 

Purpose 1-2 

Policy 1_3 

Authority 1_4 

Incentive Awards Review Boards —————— 1-5 

Awards ceremonies 1-5 


Appendix A. Coverage, Criteria, and Benefits of Award. 

B. Biographical Sketch for Honorary Awards, 

C, Checklist for Official Escort Officer at 
Awards Ceremonies . 

!• References , a. AR 672-5-1, Awards, 
b • AR 672-301, Incentive Awards, 

c, AR 672-304, Arn^ Research and Development Achievement Awards, 

d. • AR 350-101, Joint Colleges, 

€s . CPR 400, Chapter 430, Department of the Array Performance 
Evaluation Plan. 

£, CPR 990-2, Hours of Duty, Pay, and Leave, Annotated, 

g. CPR 400, Chapter 410, Employee Development, 

b. CPPM 1, Section 12, Incentive Awards. 

2, Ptrr-pose , This chapter implements Array policy and instructions with 
gard to the Amqr Incentive Awards Program. 

3. T?ol±cv . a. The Army Incentive Awards Program will be administered 
an iti,tesral part of the civilian personnel administration. The Army 

ggestion Plan, the program covering cash awards for inventions and 
lenti-f fc achievements, applicable to both military and civilian personnel, 
11 be operated on a unified basis. 
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b. Full support will be given to the Array Incentive Awards Program, 
Timely and equitable consideration will be provided all reconmendations 
and nominations for honorary recognition and competitive developmental 
awards for which civilian employees of AMC are eligible. The importance 

of morale and productivity, are such as to warrant evaluation at the highest 
echelon of comtaand. 

c. Commanders at all echelons in AMC will actively support the solici- 
tation and consideration of written suggestions from all Army personnel, 
military and civilian, intended to improve operations, reduce costs, and 
support morale. They will assure the active interest and participation of 
both military and civilian personnel in programs relating to inventions 

and scientific achievements. They will assure the appropriate and con- 
sistent use of the various types of incentive awards to provide an effective 
means for recognizing deserving employees for performance of assigned 
duties or for other personal acts or achievements meriting recognition. 

d, (Added) Awards ceremonies will be arranged for selected high 
level awards such as the Presidential Award for Distinguished Civilian ‘ 
Service; the Department of Defense Distinguished Civilian Service Award; 
the Department of the Army Decoration for Exceptional Civilian Service; 
the National Civil Service League Career Service Award; the Arthur S, 
Flemming Award; Federal Woman *s Award; Rockefeller Public Service Award; 
and the William A. Jump Memorial Award, and those awards of singular merit 
and importance resulting in significant monetary savings. 

e, (Added) Recipients of high level awards selected for inclusion 
in special awards ceremonies, at this or higher headquarters, will be pro- 
vided every assistance for the arrangements of travel, transportation, 
and housing accommodations. An official escort officer for the recipient 
as well as his invited guests, will be designated by Headquarters, AMC. 
Invitational Travel Orders, when deemed appropriate and in the best 
interests of the Army, will be issued by Headquarters, AMC, to the immedi- 
ate members of the awardee’s family or household, including parents and/or 
children, 

1-4, Authority , a. Each installation and activity commander is 
authorized to grant or approve awards in accordance with the authority 
granted by the Secretary of the Army in Army regulations. 

b. Authority has been delegated to the commander of each major 
subordinate command to grant or approve decorations and awards to civilian 
personnel as specified in paragraph 8c(3), AR 672-301, 

c. Award recommendations that require consideration by the Commanding 
General, AMC, or higher authority will be signed by the installation or 
activity commander and the commander of the appropriate major subordinate 
command and will he submitted in an original and nine copies. 
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1-5. Incentive Awards Review Boards , a. The AMC Executive, Developmental, 
and Incentive Awards Review Board has been established to review recommenda- 
tions made by Headquarters, AMC, major subordinate commands, and separate 
installations and activities reporting directly to Headquarters, AMC, for 
nomination of candidates for the specified awards. This board will recom- 
mend to the Commanding General, AMC, nominations on an AMC-wide basis for 
submission to DA and higher authority for final approval, and take appro- 
priate action on nominations for awards that the Commanding General, AMC, 
is authorized to grant with respect to the following awards: 

(1) Presidential Award for Distinguished Civilian Service. 

(2) Department of Defense Distinguished Civilian Service Award. 

(3) Department of the Array Decoration for Exceptional Civilian 

Service. 

(4) Department of the Army Distinguished Civilian Service Medal, 

(5) Department of the Army Outstanding Civilian Service Medal, 

(6) Department of the Army Meritorious Civilian Service Award, 

(7) Certificate of Appreciation for Patriotic Civilian Service, 

(8) Array Research and Development Achievement Award, 

(9) National Civil Service League Career Service Award, 

(10) Arthur S, Flemming Award, 

(11) Federal Woman* s Award, 

(12) Rockefeller Public Service Award. 

(13) William A. Jump Memorial Award. 

(14) Special act or service awards (additional cash awards) , 

(15) Suggestion awards (additional cash awards). 

(16) National 'War College Award. 

(17) Industrial College of the Armed Forces Award. 

(18) Array War College Award. 
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(19) Secretary of the Ariny*s Research and Study Fellowship* 

(20) Array Gomptrollership School, Syracuse University Award. 

(21) National Institute of Public Affairs Career Education Award, 

(22) Princeton University's Educational Program for Federal 
Officials at Mid -Career. 

(23) Defense Systems Analysis Education Program. 

b. The Director of Personnel and Training, Headquarters, AMC, will 
preside over the board, which is composed of top management representatives. 
A nonvoting executive secretary will be provided by the Director of Personne 
and Training. 

c. The commander of each major subordinate command will establish a 
similar Incentive Awards Review Board. The membership of such boards will 
reflect a personnel structure commensurate with the high level of the 
awards that are reviewed. The boards will operate in consonance with poli- 
cies, procedures, and criteria established in AR 672-301, CPR 400, and this 
regulation. 

do Where there is substantial activity by military personnel in the 
areas of suggestions, inventions, or scientific achievements, the organi- 
zational element concerned with military personnel administr -tion will be 
represented, 

1-6, Awards ceremonies , a. The Chief, Civilian Personnel Division, 
Directorate of Personnel and Training, Headquarters, AMC, is responsible 
for full implementation of the policy announced in paragraph l-3d, 

(1) Upon receipt of notification of a special awards ceremony 
to be conducted by this or higher headquarters, he will; 

(a) Appoint an official escort officer for the awardee and 

his guests. 

(b) Inform the Commanding General, AMC; the appropriate 
major subordinate command; and the command element to which the individual(sl 
is/are assigned of the narae(s) of the individual(s) to be honored; type of 
award to be presented; the time, date, and place of the ceremony; person 

who will present the award; and the names of the designated sponsors, 

(c) Obtain a list of representatives from this and sub- 
ordinate command elements who will attend the ceremony; and a listing of 
the awardee's guests. 
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(d) Arrange for Invitational Travel Orders for guests of the 
wardee, when deemed appropriate and in the best interests of the Army. 

(e) Make arrangements for all housing accommodations required 
for awardee, his guests, and command representatives, 

(f) Provide transportation locally, as required. 

(g) Arrange for necessary photographic and news coverage. 

(2) Matters requiring the personal*^ecision of the Commanding 
General, AMC, will be coordinated with the Secretary of the General Staff, 
through the Director of Personnel and Training* Headquarters, AMG. 

(3) The AMC official escort officer will insure that all arrange- 
Bents for attendance of the awardee and his guests at the awards ceremony 
have been completed in a timely manner. The AMC official escort officer 
will meet the awardee and his guests, as prearranged, upon arrival in the 
acea and escort them to their housing accommodations, as appropriate. On 
the day of the ceremony, the AMG official escort officer will accompany 

the awardee and his guests to and from the place of the ceremony and render 
aay assistance required, 

(4) A checklist for use by the AMG official escort officer is 
Included in appendix C, this section, 

b. Commanders of major subordinate commands and of installations 
and activities reporting direct to Headquarters, AMC, are responsible for 
Insuring that: 

(1) Appropriate officials of their headquarters are designated 

to coordinate with Headquarters, AMC, regarding arrangements for attendees 
at awards ceremonies. 

(2) Appropriate command representatives are designated to attend 
the ceremony. 
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Appendix B 

biographical sketch for honorary awards 

(Complete all items, if not applicable, 

Indicate ".NA," Additional items may 
be added as appropriate) 

1. Date of birth, 

2o Place of birth, 

3 . Education, 

a. Schooling, other than elementary or high school. 

b. Degrees conferred, 

c. Academic honors. 

d. Se] f -development and training activities, 

A. Job progression. 

a. Show only assignments. Federal or others, bearing on the 
nominee's qualifications for the award; discuss very briefly the signifi 
cance of each assignment. Define technical terms used in the recotnmenda 
tion so they will be understandable to lay groups. 

b. Service computation date, 

c. Civilian service with Department of the Army. 

5. Awards received listed in chronological order. 

6. Military status and history. 

7. Community activities. (Stature in the community.) 

8. Published works in .science, technology, or the humanities. 

9. Listings in major biographical dictionaries. 

10, Membership in learned societies. 
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Appendix C 

CHECKLIST FOR OFFICIAL ESCORT OFFICER AT AWARDS CEREMONIES 

Name of awardee: 

Organization.: 

Tyi)e of award to be presented: 


YES 

1. Awardee contacted. 

2o Sponsor of awardee ascertained, 

3. List of awardee's guest.® obtained, 

4. List of command representatives obtained. 

5. Hotel reservations made for awardee, guests, and 

coiranand representatives, 

6. Invitational Travel Orders issued, 

7o Transportation arrangements made for awardee, guests 
and command representatives. 

a. Arrival 

b. Return 

8. Itineraries established and verified. 

9. Photographic and news coverage arranged. 

10, Routes to be traveled established and time-distance 

determinations made, 

11, Carrying-case for award provided, 

12, Determination made if ceremony will be followed by a 

luncheon or coffee, 

13, Luncheon or coffee arrangements made. 

14, Floral arrangements made. 
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Section 2 
AWARDS 


Paragraph 


Amy Suggestion Plan — — 2-1 

"Outstanding” performance rating — ~ 2-2 

Quality Increases — — 2-3 

Sustained Superior Performance Award - 2-4 

Administrative controls — 2-5 

Special act and service awards --• * — - — — ~ 2-6 

Meritorious Civilian Service Awards -- — — ~ 2-7 

Outstanding Civilian Service Awards 2-8 

Certificate of Appreciation for Patriotic Civilian Service 2-9 

Honorary Awards 2-10 

Research and Development Achievement Awards — 2-11 
Invention Awards 2-12 


2-l<i Army Suggestion Plan , a. Effective administration of the sugges- 
tion program will require, periodic evaluation to assure that DA objectives 
and goals are attained « Each commander is responsible for taking appropriate 
action when an analysis of the program, made at least quarterly, shows need 
for improvement, 

b« Suggestions that require evaluation above the local installation 
or activity level will be forwarded by the local office of primary interest, 
with significant comments, to the office of primary interest at the next 
level of command having technical jurisdiction over the subject matter. 
Suggestion evaluation correspondence will follow the same channels as any 
other official correspondence and will not be forwarded through inceirtive 
awards channels, 

c« The commander of each major subordinate conniand is delegated 
authority to grant the awards specified in paragraphs llb(l), (2), and (3), 

AR 672-301, for his eligible personnel and eligible personnel of activities 
and installations reporting directly to him. This authority may not be 
redelegated. An adopted suggestion that merits an award in excess of amounts 
authorized in those paragraphs will be forwarded, together with recommenda- 
tion, pertinent information, and justification, to the Commanding General, 

AMC, ATTN: AMCPT-CMo 

2-2, '’Outstanding” performance rating . An "Outstanding” performance 
rating is in itself a significant form of employee recognition and will 
aot automatically be accompanied by a Quality Increase or a Sustained 
Superior Performance Award, A recommendation for an additional award to 
an employee who has been granted an "Outstanding" performance rating nnist 
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clearly demonstrate the extent to which performance meets or exceeds the 
specific criteria established for a Quality Increase, Sustained Superior 
Performance Award, or any other cash or honorary award under the Army 
Incentive Awards Program. 

2 “3* Quality Increases , a. Quality Increases have been authorized as a 
special pay incentive under the Federal Salary Reform Act of 1962 and are 
limited to Classification Act employees. The purpose of the Quality 
Increase is to provide incentive and recognition in terms of salary to 
those outstanding employees who perform at more productive levels and 
demonstrate expectation of continued high level performance in the futurs 

b. A Quality Increase approved after an employee is reassigned with: 
AMG will be granted. The commander of the losing installation or activit; 
will be considered the approving authority when the reassignment involves 
change of appointing officers within ^iMC. 

c. A Quality Increase approved after an employee receives a change 
to a lower grade as a result of reevaluation of his position will be 
granted in the same position. In this situation, however, consideration 
should also be given to the use of the Sustained Superior Performance Awai 

d. A Quality Increase approved after an employee receives a change 
to a lower grade in a different position will not be granted. However, 
the provisions of paragraph 21c, AR 672-301, concerning the Sustained 
Superior Performance Award, are applicable in this situation. 

e» A Quality Increase approved after an employee receives a promo- 
tion to a higher grade will not be granted, as the intent of the award to 
recognize high quality job performance is considered to have been satis- 
fied through the promotion action. 

2-4, Sustained Superior Performance Award , a. The Sustaii^ed Superior 
Performance Award is a one-time cash award granted to Wage Board and 
Classification Act employees in recognition of performance that exceeds 
the standards established for the Job for a period of at least 6 months, 

b. The commander of each major subordinate command is authorized to 
grant waivers to the time limitation specified in paragraph 21c, AR 672-30 
for his civilian employees and civilian employees of the activities and 
installations reporting directly to him. This authority may not be 
redelegated. 

2**5. Administrative, controls , a. Administrative procedures and controls 
will be established to maintain a prudent and balanced use of the 
Sustained Superior Performance Award and the Quality Increase, Within AMC 
this balance will be achieved during each fiscal year by granting a 
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(fltiibination of Quality Increases and Sustained Superior Performance Avarifs 
|.<> a roaximuin of 5 percent of the total civilian work force, with the pro- 
vision that Quality Increases will not exceed 3 percent of the Classifica- 
tion Act employees. 

b. Each local Incentive Awards Review Board wills 

(1) Apply the 5 percent maximum on a quarterly basis, granting, 
to the extent appropriate. Quality Increases and Sustained Superior 
Performance Awards, 

(2) Decide whether the unused portion of the quarterly quota, 

if any, will be applied toward any of the following quarters of the fiscal 
year or forfeited, 

(3) Assure that individuals who are granted "Outstanding" per- 
formance ratings are given full consideration for Quality Increases, 

Sustained Superior Performance Awards, or other applicable monetary awards 
for their exceptional achievements. 

c. The top operating officials at the highest organizational levels, 
such as divisions or directorates, will: 

(1) Review recommended "Outstanding" ratings for their employees 
and determine whether they meet the criteria for the Quality Increase, 
Sustained Superior Performance Award, or any other honorary or cash award 
applicable. 

(2) Consider only the most deserving employees for Quality 
Increases and Sustained Superior Performance Awards. 

2-6, Special act and service awards . The commander of each major sub- 
ordinate command is authorized to grant the awards specified in paragrapfi 
26b, M 672-301, for his eligible personnel and eligible personnel of acti- 
vities and installations reporting directly to him. This authority may 
not be redelegated o Cash awards in excess of $500 require the approval 
of the Commanding General, AMC, and the Secretary of the Army. 

2-7. Meritorious Civilian Service Awards . The commander of each major 
subordinate command is authorized to grant the awards specified in para- 
graph 36, AR 672-301, for his civilian employees and for civilian employees 
of the activities and installations reporting directly to him. This 
authority may not be redelegated, 

2-8, Outstanding Civilian Service Awards . The commander of each major 
subordinate command is authorized to grant the Outstanding Civilian Service 
Avard as specified in paragraph 39a, AR 672-5-1, to private citizens on 


110-13 



AMCR 690-3, G45 

behalf of the Secretary of the Army when the contribution, is of signifi- 
cance to or within the major subordinate command concerned only. This 
authority may not be redelegated. 

2 - 9 o Certificate of Appreciation for Pat riotic Civilian ,Ser;yig_e. The 
commander of each major subordinate command is authorized to award the 
Certificate of Appreciation for Patriotic Civilian Service as specified 
in paragraph 178, AR 672-5-1, for services rendered to elements of the 
Army under his jurisdiction. This authority may not be redelegated. 

2-10, Honorary Awards , a. High honorary awards such as the Presidential 
Award for Distinguished Civilian Service, Department of Defense 
Distinguished Civilian Service Award, Decoration for Exceptional Civilian 
Service, Federal Woman's Award, and National Civil Service League Career 
Service Award are appropriate not only for one or more remarkable achieve- 
ments but also for recognizing extended periods of distinguished service. 
The record of service and specific contributions should progressively build 
up over a considerable period of years to the point where it is apparent 
.(^Hat the employee's aggregate achievements have been exceptional and should 
be officially recognized as such. In this progression, the employee should 
have been considered and recognized for the lower level awards in recog- 
nition of his earlier and lesser accomplishments, 

b. To improve the administration of this phase of the program and 
assure recognition at higher levels, steps should be taken to provides 

(1) A wider consideration to eligible employees at all grade 
levels for honorary awards. 

(2) Emphasis for the greater use of all types of honorary 
awards rather than only the highest types of these awards. 

(3) Complete justification required by the governing regula- 
tion to show in specific terms the basis for the proposed award, 

(4) In addition to regulatory justification in support of the 
applicable award, a brief biographical sketch as outlined in appendix B, 
section 1, for each recommendation for the high level honorary award. 

2-11, Research and Development Achievement Awards , a. Commanders of 
major subordinate commands and of installations and activities having 
research, development, test, and evaluation functions will establish and 
maintain local achievement awards programs that will complement the 
Department of the Army Research and Development Achievement Awards Program 
as described in AR 672-304, 
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b. Local achievement awards programs will be designed to provide an 
additional means of recognition for outstanding research and development 
achievements of scientific, engineering, technical, and subprofessional 
personnel in the middle and lower civilian grades* 

c* Commanders of major subordinate commands may deyelop supplemental 
command research and development achievement awards programs for install* 
lations and activities under their jurisdiction* 

d* Command and local awards programs will provide for review of 
nominations by a committee of senior scientific and engineering personnel* 

e* Personnel granted command or local installation awards may be 
further nominated for Department of the Army Research and Development 
Achievement Awards* 

2-12. Inveption Awards , a* Wlien an application for an invention made 
by a member of the U*So Army Materiel Command has been filed in the United 
States Patent Office, the patent section filing the application will 
notify the local incentive awards committee of such action* Similar noti- 
fication will be made to the local incentive awards committee when a patent 
is issued or a notice of allowability is receivedo 

bo The commanders of major subordinate commands, installations, and 
activities are authorized to grant invention awards, accepting the prime 
facie evidence set forth in paragraph 20g, AR 672-301* 

c. Payment of the appropriate cash award for invention applications, 
patent issuances, and notices of allowability will be made to eligible 
AMC personnel in accordance with section III, AR 672-301* 
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CHAPTER LI 
LEAVE 


Section 

Military leave 5 

Section 5 
MILITARY LEAVE 

Paragraph 

General provisions 5-1 

GENERAL PROVISIONS 

5-l.b, Army policy with respect to leave of absence for military training 
purposes recognizes that on occasion the workload of an installation or 
activity may be such as to warrant a request for rescheduling the reservist's 
training duty. However, while workload considerations may on occasion be a 
valid basis for requesting a rescheduling of leave for military training 
purposes, workload may not be used as a basis for continual denial of leave. 
VTlthin AMC it is incumbent upon commanders, working cooperatively with 
civilian employee military reservists and their unit commanders, to re- 
schedule the workload to assure that each reservist has the opportunity to 
fulfill his annual reserve training obligation. 
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CHAPTER MlOO 

MOBILIZATION PLANNING AND EXECUTION 


Chapter^ 

Ganaral 1 

Pre -emergency planning requiattes 2 

Evaluating mobilization program plans 7 

Chapter 1^ 

GENERAL 

Section 

References 1 

Planning reaponeibllities V 

Evaluating mobilization program plans VII 


Reference . 

27. The United States Array Materiel Command Basic Plan, short 
title; USAMC-BP; and annexes and appendixes thereto (when published). 

1 "V . Planning responsibilities 

5,d. Coordinating installation civilian personnel mobilization 
plans with the U.S. Civil Service Commission Regional Office and other 
Federal agencies having emergency civilian personnel responsibilities 
at the regional and local levels. 

I -VII . EvoTuating mobilization program plans . 

4 . Headquarters. U.S. Army Materiel Command . 

Headquarters, AMC (Civilian Personnel Division), will peri- 
odically conduct on-site evaluations of the civilian personnel mobili- 
zation programs of the major subordinate commands and Chose InsCaLlaClons 
and activities reporting directly to Headquarters, AMC, using the criteria 
included in this section. 


^The term "Chapter" is used here in order to maintain the identity 
of this regulation with the basic CPR HIOO. 


Ml 
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Major subordlnaea commands will pariodieally eonduet on-alea 
evalu&ciofis of the clvlllen personnel ooblUzatlon programs of their 
respective subordinate Installations and activities! using the crlterli 
Included in this section. 

y 
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Chapter 2 

PRE -EMERGENCY PLANNING REQUIREMENTS 


Sect log 

Job and manpower requirements I 

Recruitment. HX 

Training and development V 

Key operating cadres VIII 

Employment of Ready Reservists in key X (added) 

civilian positions 


2-1. Job and manpower requirements . 

Basic guidance in determining lob and manpower requirements . 

i. General guidance in estimating requirements and pre- 
paring mobilization tables of distribution is contained In annual AMC 
letters, subject: Development of the Mobilization TD Troop Basis. 
Subordinate commands prepare and submit their mobilization tables of 
distribution annually as requested in those letters. 

2 “III. Recruitment . 

1. General . 

b. Add ; The Civilian Personnel Officer should participate 
in the formulation of the mobilization table of distribution, since his 
knowledge of labor market conditions and anticipated skills shortages 
have a significant influence on the rapidity with which the workforce 
can be scheduled for effective expansion. 

2. Manpower resources . 

h. The civilian personnel mobilization file at the 
installation or activity should include a list of traditional recruit- 
sent sources and other recruitment sources available for utilization 
In an emergency. All these sources and the officials to be contacted 
should be precisely identified to expedite reference when required. 

J-V • Training and development . 

3. Responsibilities . 

Add: Commanders are responsible for assuring that an 
idequate number of employees are trained In damage assessment and other 
smecsency funccions concerned with the continuity of essential operations. 
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4. Training plans . 

a. Add : The definite and detailed training plan should be 
maintained In a separate mobilization file for ready and continuing avail- 
ability to mobilization planners^ Availability of proposed training in- 
structors under mobilization should be maintained under continuing survelllanc< 
to assure that these training Instructors can be counted on in an emergency, 

2 -VI II. Key operating cadres , 

3 . P.lannlhR t 

b. (5) Cadre planning should be fully documented, and the 
resulting documents should be maintained in a separate mobilization file 
where they are readily accessible to planning officials. Among these 
documents are current lists of cadre responsibilities > and training required 
and received, 

2-X. Add : Emnlovnient of Ready lleservlatB in key civilian positions . 

1. Key civilian positions are determined in accordance with the U.S. 
Department of Labor List of Critical Occupations. (See app. IV, 

AR 135-133.) The list of critical occupations is self-explanatory except 
for "Managerial Occupations, Key Positions." The definition for key positions 
of this type needs to be interpreted in the tight of the organizational 
pattern of the headquarters, installation, or activity Involved and should 
be Limited to top- level' positions within the organization. (For example; 
key managerial positions for this purpose within Headquarters, AMG, have 
been defined as positions with both the organizational rank of branch 
chief or higher and also a classification grade of GS-14 or higher.) 

2. Aft 690-8 requires commanders to complete part A of DD Form 1286 
(Reserve Status Report) for each key employee who is a member of the Ready 
Reserve, and submit the form to the appropriate command or agency listed in 
the regulation, after first notifying the employee concerned. The command 
or agency to which DD Form 1286 Is forwarded Is responsible for determining 
the future reserve status of the individual employee reported on, 

3. AR 135-133 prescribes special screening procedures for key 
civilian employees who are members of the Ready Reserve of the Armed 
Forces. The screening procedures outlined in section HI, AR 135-133, 
are aimed at eliminating Instances where a key civilian employee also 
holds a mobilization assignment as a Ready Reservist and will not be 
available to the Array within 30 days after the initiation of any future 
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||raobilization . Failure to complete such screening is contrary to the basic 
purpose of the reserve mobilization assignment program, which is to provide 
additional qualified personnel to augment the existing staff in mobiliza- 
tion positions; ties up mobilization training spaces; and consumes training 
funds without adding any ustable personnel strength on mobilization. 

4. On a continuing basis, as personnel belonging to the Refedy 
Reserve are assigned to key positions, the procedures prescribed by AR 690-8 
will be followed. Consequently, as a matter of good personnel relations, 
before placing any Ready Reservist in a key position, the implications of 
the proposed appointment, promotion, or reassignment on his reserve status 
should be discussed with him. 

5, Commanders of major subordinate commands, and commanders of 
installations and activities reporting directly to Headquarters, AMC, will: 

a. Identify key civilian positions in their commands in accordance 
with the criteria set forth in paragraph 1. 

b. Comply with the requirements of paragraphs 2,3, and 4 for each 
key employee who is a member of the Ready Reserve* 

c* Maintain a current record of the reserve status of key 
employees. This record should be used as a basis for training under- 
studies for key employees who are in the Military Reserve* 
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Chapter 7 

FORMS, RECORDS, AND REPORTS MODIFIED 
FOR USE IN A DISASTER 


S^OtlOD 

Records II 

Reports III 

7-II. Records . 

3. Mandatory records and files , 

g. Post-attack Information at emergency relocation and 
alternate sites. 


(1) Reference: 

TAG letter, 16 October 1963, file AGAM-P (M) 

(15 Oct 63 ) DCSPER OOP, subject: Occupational Inventory of Civilian 
Positions - Reports Control Symbol CSGPA-471 (DA Form 1629). 

( 2 ) Experience in previous mobilization readiness 
exercises has emphasized the Importance of maintaining at emergency 
relocation sites data on which to base estimates of civilian per- 
sonnel capabilities and requirements, and providing for automatic 
reporting of civilian personnel strengths after an attack. 

(3) Headquarters, AMC (AMCPT) , and major subordinate 

commands will: 


(a) Maintain the following at their emergency 
relocation and alternate sites for installations and activities 
reporting directly to them: 


jl, A current Occupational Inventory of 
Civilian Positions, as required by the reference in (1) above. 

2. A listing of all PL 313 and supergrade 
positions, showing positions filled, approved vacancies, current 
requirements, and additional requirements for mobilizatloi^ assuming 
removal of limitations of the number of such positions. 

(b) Maintain advance reporting requirements to 
insure that as scon as firm information Is available and communi- 
cation facilities are adequate (considered in a time frame of 2 to 4 
weeks after attack) the following post-attack information, by 
installation or activity, is available at the emergency relocation 
site: 
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Number of civilian employees on duty or 
available for duty in the following groups: 


A • 

100, 400, 600, 700, 800, 1300, and 

b. 

500, 900, 1100, 1700, and 1800)." 

c. 

2100 ). 

d. 

WB , and WBS ) « 

e. 

and 1200). 


Engineering and Sciences (series: 
1500). 

Administration (series: 200, 300, 
Supply (series: 1900, 2000, and 
Trades and Crafts (aeries: 1600, 
Miscellaneous (series: 000, 1000, 


2 » Minimum requirements in each category 
Listed in 1_ above, In terms of additional personnel, to permit per- 
formance of essential continuing functions. 


7-1II. Reports . 


2. Civilian personnel program reports. 


b.(5) Installations and activities under _m aior subordinate 
cocnmands will prepare the Emergency Civilian Personnel Program Report 
as of the last day of each month for the duration of the emergency 
period. The report, in an original and three copies, will be dispatched 
to reach the appropriate major subordinate command by no later than 
the 5th workday of the month following the report period. 


b.(6) Tn fitallatlons and acti v ities reporting directly 1^ 
Headquarters. AMC . will prepare the Emergency Civilian Personnel Progr^ 
Report as of the last day of each month for the 
period. The report, in an original and three 

reach Headquarters, AMC, ATTN: AMCPT-CE, by no later than the 5th 
workday of the month following the report period. 

b.(7) Maj or subordinate commands will dispatch their 
workday of the month following the report period. 
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CHAPTER N1 

INSERVICE PLACEMENT ACTIONS 


Section 

Standards and Requirements 2 

Section 2 

STANDARDS AND REQUIREMENTS 

Paragraph 

Written Test Requirement 2-5 

WRITTEN TEST REQUIREMENT 


2-5, d. (Added) Foi' this purpose, approval by the major command con- 
cerned is defined as approval by the henn'iuarters of the major suV'ordinate 
coramand. However, in all instances where a written test requirement 
is approved, Headquarters, AMC, shoTold be provided the following 
information: 

(1) Title, grade, seides, and location of the positions 
for which the written test requirement was approved, 

(2) Number of positions involved, for which the require- 
ment will be applicable. 

(3) Copy of the test to be used, if other than a U. S. 

Civil Service Commission test. Identification of the 
test, if a Commission test. 

( 4 ) Basis for decision to approve use of the test, 
data on validity of the test for the pturpose being 
used, etc. 
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Classification Act Positions 

Section 2 

CLASSIFICATION ACT POSITIONS 


Section 

2 


Paragraph 

Change to Lower Grade of Employees Eligible 2-7 

for Salary Retention Benefits 

Demotion or Reassignment at Employee’s Request 

2-7.b. (l) (b)l (Added) Salary retention benefits are applicable to 
employees otherwise eligible who decline to transfer with their functions 
outside the commuting area and accept lower grade positions within 
■fcheir present commuting areas. 


P3-1 




AMCR 690-3* C14 


CHAPTER P4 

PERFORMANCE APPRAISAL 


Section 


General provisions ^ 

Rating process 4 


Section 1 

GENERAL PROVISIONS 


Paragraph 


Responsibilities of commanders of 1-6 

major subordinate commands 

RESPONSIBILITIES OF COMMANDERS OF MAJOR SUBORDINATE COMMANDS 
l- 6 i The commander of each major subordinate command will! 

a. Assure that headquarters organizations and subordinate installations 
and activities establish and maintain adequate programs which provide for the 
development and utilization of the total workforce through effective appraisal 
of individuals and through planned actions to Improve the performance, develop- 
ment, and utilization of employees at all levels* 

b. Integrate performance appraisal plane with other management programs 
and activities of his ‘organization. 

c. Assure that all echelons of supervision under his jurisdiction are 
properly trained, and that they act appropriately to achieve the objectives 
and meet the requirements of this regulation. 

d. Maintain periodic review, evaluation, and control of installation 
and activity programs to assure an overall effective performance appraisal 
program in the major subordinate command. 

Section 4 
RATING PROCESS 

Paragraph 

General 4-1 

Official actions based on ratings 4-10 
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GENERAL 

4-lc. The official appraisal and rating will be recorded on DA Form 2302-4 
(Employee Performance and Career Appraisal) for all employees included in 
career field programs. DA Form 1052 (Employee Performance Appraisal) will 
be used for recording the official appraisal and rating of all other employees. 
Specific instructions pertaining to the use of DA Form 2302-4 are contained 
in OPR CPI. 


OFFICIAL ACTIONS BASED ON RATINGS 

4-lOa. Since the '^Outstanding” performance rating is in itself a significant 
form of employee recognition, such consideration will not be construed as an 
automatic indication or implication that the employee qualifies for any other 
award. The recommendation for an additional award to an employee who has been 
granted an "Outstanding” rating must clearly demonstrate the extent to vdiich 
his performance meets or exceeds the specific criteria established for a 
Quality Increase, or any other cash or hcmorary award under the DA Incentive 
Awards Program. In all cases, adequate review and control must be exercised 
and maintained to assure that the overall aims, objectives, and implementing 
actions of the performance appraisal program are not rendered ineffective by 
the granting of additional awards which reflect a consistently repetitive 
pattern in indi^dual cases. The following criteria apply when an employee 
who has received an "Outstanding" rating is being considered for additional 
awards: 


(1) Additional awards will be considered on their own merits and 
will not be granted solely on the justification presented in support of the 
’'Outstanding" rating. Clear evidence must exist that the employee has earned, 
and is entitled to, recognition other than that accorded by the "Outstanding" 
rating. 


(2) Quality Increases for Classification Act employees will be 
considered only in accordance with DA CPR P8 and this regulation. 

(3) "Sustained Superior Performance" awards will be considered for 
Wage Board and Classification Act employees in accordance with AR 672-301, 
and AMCR 690-3, Chapter 110, 

(4) Additional cash awards will be granted only in cases where a 
suitable honorary award is not appropriate. 
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CHAPTER P 8 
STEP INCREASES 


Section 

Quality Increases --Classification Act 
employees 3 

Section 3 

QUALITY INCREASES --CLASSIFICATION ACT EMPLOYEES 


Paragraph 


General 3_1 
High quality performance 3-2 
Relationship to Outstanding Performance Ratings 3-3 
Relationship to incentive awards 3-4 


GENERAL 


3-1 d . Applicability . 

( 1 ) Quality Increases have been authorized as a special pay incentive 
under the concept of a flexible pay management system. Selective and dis- 
criminative use of the Quality Increase provision will tend to diminish un- 
^/arranted demands for high grades as the means for providing special pay 
recognition for Individual high quality job performance. Quality Increases 
iVill be administered and promoted throughout AMC as an integral part of 
Employee Performance Appraisal (CPR P4) and the Incentive Awards Program 
CAR 672-301), Supervisory responsibility and practices in administration 
>f Quality Increases will be aimed at placing emphasis upon quality of per- 
rormance, the continuance of high level performance, and increased productivity 

1-1 f. Limitation . 


The Quality Increase will not be granted on a repetitive basis for 
ndlviduals when: 

(1) Other forms of recognition provided by the Incentive Awards 
‘rograra are appropriate. 

( 2 ) Repeated nominations are based upon merely updated justification 
f performance for which a Quality Increase was formerly granted. 
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HIGH QUALITY PERFORMANCE ' 

3-2 d. Administrative procedures and controls will be established and main- 
tained to assure management of balanced and prudent use of the program. Con- 
tinuing review and analysis of local Quality Increases will be made to identify 
organizational units and supervisory practices reflecting indiscriminate 
judgment. Specific advice will be provided to operating officials and super- 
visory personnel to assure full application of criteria and to avoid excessive 
concentration of Quality Increases within specific grade levels, categories of 
positions, or organizational elements. 

REUTIONSHIP TO OUTSTANDING PERFORMANCE RATINGS 

3-3 b. An Outstanding Performance Rating is in itself a significant form of 
employee recognition and will not automatically be accorapaniod by a Quality 
Increase. The nature of the employee’s achievements, his performance, 
particularly with respect to the expectation of continued high quality perform- 
ance, and the applicability of other appropriate awards or recognition under 
the Incentive Awards Program will be considered in determining whether the 
employee should be granted a Quality Increase, 

REUTIONSHIP TO INCENTIVE AWARDS 

3-4 d. (Added) Employees granted a Quality Increase will therefore not be 
further recognized for special acts or accomplishments performed during the 
same time period unless such acts or accomplishments repi'eaont achievements 
other than the performance justifying consideration for the Quality Increase, 


P8-2 



AMCR 690-3, C20 


CHAPTER P26 

DUAL EMPLOYMENT AND DUAL CCWPENSATIOS 


Paragraph 

Special requirements in employment of retired l-l2 (added) 

members of the armed forces 

JJmployraent of Ready Reservists in key (added; 

civilian positions 


SPECIAL REQUIREMENTS IN EMPLOYMENT OF 
RETIRED MEMBERS OF THE ARMED FORCES 


policy of the Commanding General, AMC, on the subject of 
''^jployment of retired members of the Armed Forces is contained in the 
S General, Army Materiel Command, Policy Book,” in Pclicy 6p0-l. 

policy is governing in all cases involving empl03mient or 
^jiloyment of retired members of the Armed Forces in any element 
is quoted in full below: 

employment of retired members of the uniformed services in this 
Ck<i will be guided by the basic principle of absolute fairness to 
"tile retired person seeking employment and the career civilian ern- 
es - This principle can best be achieved by scrupulous adherence to 
Pirit as well as the letter of the policy set forth w Department 
Army Civilian Personnel Circular No, 27, This circular 

s the retired applicant in precisely the same position as any other 
n— service applicant provided l80 days have passed since retiremen . 

In those cases where existing regulations require Secretarial and 
Civil Service Commission level approvals prior to the appoinwen 
'tired members of the Armed Forces to civilian positions I desire 
ootnmanders at all levels personally evaluate the justifications 
.tted under the provisions o? 'fir 5K No. 27 prior to forwarding same.*' 

n making recommendations to Headquarters, AMC, for employment 
L members of the Armed Forces, all elements identified in the 
o DA CPC 27, 196ij, will be complied with. This information will 
,eci in the order in which it is identified In the appendix. 


EMPLOYMENT OF READY RESERVISTS 
IN KEY CIVILIAN P0SITI(»lS 


the statutes governing dual employment and dual com^nsation 
’ect the employment in a civilian capacity of members of the reserve 
1 of the armed forces, there are certain requirements in connection 
[ssignment of Ready Reservists to key civilian positions, 
j^jfements are contained in chapter MlOO, section 2-X. 
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CHAPTER P30 

POSITION AND PAY MANAGEMENT 
BASIC POLICIES AND REQUIREMENTS 

T u Section 

Job evaluation complaints and appeals 5 

Section 5 

JOB EVALUATION COMPLAINTS AND APPEALS 

Pa rag raoh 

Department of the Army job evaluation 4 

complaints and appeals 

5-2. f. (3) Add; The appeal file forwarded to the command will also 
include, a transmittal letter signed by the installation or activity 
commander, reaffirming his decision on the matter being appealed. 

5-2. f, (4) (c) Add : Within AMC, the commanders of major subordinate 
commands have authority to grant the employee' s appeal. All other 
appeals will be forwarded to Headquarters, AMC, for decision. 
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General provisions 

Section 1 

OENERA-L PROVISIONS 


Sectiuu 

1 


Objectives 

Responsibilities 


Paragraph 

1"2 

1-3 


OBJECTIVES 

l«2.g. To stimulate staff and line management to be alert to the ever-changing 
relationahtp between position requirements and program requirements. To assure 
attention to decreased or different needs as well as greater needs. To assure 
plans to cope with the changes in advance of their occurrence. 

responsibilities 

l-3.b(4) Ab a maana aS aooompU.hlng the oMeatlvaa 

above, tha propased table o£ and activity that 

.aJat’Bubatdlnata command haadquartar. la/ 

reports directly to Headquarters, » structure. This review and approval 
Boundneas and appropriateness of po , Division concurrent with the 

will be accompilahed by the Military Personnel Division of the 

review by the Manpower Management Science Office, 

Directorate of Personnel and Training, ana oy tn 

Headquarters, AMC. 

^ 1 l reviewed upon initial receipt of 
(5) Position structure win be t i P^^ approved TD 

for approval of TD and upon subsequent 
Ini accordance with the follow ng. 

(a) The proposed position Ttweture" (CPrP30 

on the basis of the DA ^^°g-.ts‘^°orgLization structure demonstrated on 

1-2 a official mission statements, org „ith the request. 

the TD.’and any other published position 

Specific eoi.sldcration will be 8^ structure, ® 

standards, mission assignments, ° 8 t relationships, and Intern 

of position structure, external manag 
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supervisory relationships. In addition, the review will include comparison, 
for internal alignment, with similar or related position structures throughoi 
AMC, as they relate to the position structure in the TD under review, 

(b) Position structure reviewed and approved by Headquarters, AMC 
will not constitute the grade evaluation approval. As stated in paragraph II 
appendix I, AR 310-41, "Tlie reflection of civilian spaces by grade on the TD 
does not constitute a legal authorization for the grade reflected. Final 
grade determination is subject to the regulations and standards of the U.S, 
Civil Service Commission and the Secretary of the Army." 

"(c) When a table of distribution (TD) , table of distribution- - 
allowances (TDA), or modified table of distribution and allowances (MTDA) , 
has been approved, grades authorized at GS-11 or above will not be 
exceeded. Occupational series of positions at GS-11 or above will not be 
changed from professional to nonprofessional series without prior approval 
of Headquarters, AMC (AMCPT) . Duty assignments will be revised, where 
necessary, to avoid the classif icatloh''of any position at a grade level 
higher than authorized on the TD, TDA, or MTDA. All Wage Board Leader 
positions, all Wage Board Supervisor positions, all positions in Special 
Pay Codes or other Special Wage Rate Schedules and those Regular Wage 
Board positions, authorized at WB-09 or above, will not be exceeded. Wage 
Board positions at WB-08 and below, and General Schedule positions at 
GS-10 and below, may be changed at the discretion of the appointing officer. 
However, such positions may not be increased to WB-09 or GS-11 without 
prior approval." 

(d) Changes in organizational location or supervisory relationship 
'of positions at 0S-lDx>r above require prior TD approval. 

(e) Nothing in this regulation should be interpreted as requiring 
that all positions be established as high as the authorized levels. The TD 
structure is the maximum grade authorized. It is expected and encouraged that 
many positions will be constructed in such a way that the actual grade is 
below the maximum. 

(6) The commanding general of each major subordinate command will reviei 
the position structures as recommended on the TD (DA Form 608-4) for each 
installation and activity reporting to his headquarters. Such reviews will 
be accomplished for the same purposes and in the same manner as set forth 
above for reviews conducted by Headquarters, AMC, 

l-3.c(6)(a) The commander of each major subordinate command and of each 
Installation and activity will Insure that the reconsnended TD and changes 
thereto are prepared with full consideration and application of position 
and pay management policies. 

(b) Each commander will insure the preparation of job descriptions 
and necessary evaluation reasoning to comply completely with governing 
regulations and position classification standards regardless of the position 
structure proposed or approved on the TD, 

1-3, e(5) Civilian personnel officers will insure the preparation of job 
descriptions and appropriate evaluation Judgment for all positions set forth 
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on proposed or approved TD's, advise supervisors and managers in the 
development of the appropriate grade structure anticipated for subraiscicii 
on proposed TD's, and evaluate present workforce and recruitment capabilicieb 
to provide realistic conclusions relative to the availability of qualifu..ji 
personnel to meet the proposed optimum grade structure. 
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CHAPTS21 P34 

PERSONNEL PUNNING TO MEET CHANGING MATERIH 
AND MISSION REQDIRIHENTS 


soctlon 

General 

Section 1 
GENERAL 


Policy 


POLICI 


faragraph 

1-5 


l-S.g. ((Idd.d). cUaSiStlOT 

more often than not wlH . clafleification muat not reaiilt in 

of Initial planning. x.q ^ properly cleared individuals 

the withholding of ^^JecuSnrthe civilian personnel 

who are reaponaible for yjlanning and „„-„x Sufficient lead time 
Zviovc. lSpllc»«on» or th. Mjnagpnt fo, .«eler.t 

must be provided for auch ® oval of new qualification and 

recruitment, training, nJoerama involving extensive 

olasaification standards, WD stability of employment 

out-placement efforts, and compliance wipn w 

policies and directives. 
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REDUCTION- IN-FORCE 
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Section 

General provisions 1 

Determining employees affected 3 

Section 1 

GENERAL PROVISIONS 


The following incorporates instructions from 
Hq, AMC, to AMC commands, installations, and activities 
concerning implementation of actions having signifi- 
cant personnel implications. This material was pre- 
viouslv contained in /iMCR 10-1, 9 November 1962 » 


Paragraph ' 

Advance Information and Reports 

To Employeea l-5a(3) (added) 

To Headquarters, Department of l-5b(l) (e),(f),(g), 

the Army & (4) (added) 

To the Public l-5o(5) (added) 

To Headquarters, AMC l~5g & h (added) 

ADViU’CE INFORMATION AND REPORTS 

To Employees 

i-5*a»(3) Added. After receipt of Headquarters, AMC, authorization 
to 1’' plement personnel actions affecting civilian Government employees, 
conraiandera of AMC major subordinate commands and separate installations 
and activities wills 

(a) Assure that appropriate notices are given to 

employeea . 

(b) Provide employeea to be separated with positive 
assiatance in locating further employjaent in accordance with Department 
of Defense and Depaiiiment of the Army stability- of- employment policies. 
Other Army Installations and Government agencies, the U.S, Civil 
Service Commission, the U.S.- Employment Service, and private Industry 
will be oontaoted to assist in the placement of Government employees 

to be separated . In addition, the civilian personnel offices of other 
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AMC major subordinate commands will be notified and authorized to deal 
directly with the Installation or activity Involved concerning consid- 
eration for employment of civilian Government employees to be separated. 

To Headquarters, Department of the Army 

l“5»b.(l) Added, (e) Any combination of the above, 

(f) The above provisions apply regardless of the 

period of time over which the proposed change Is scheduled for Implementatlc.j. 
Only one transfer or reductlon-ln- force will be Implemented at an AMC major 
subordinate command, Installation, or activity during a 90* calendar- day period 
regardless of the number of civilian Government employees to be affected, 

(g) The requirements and procedures of this regulation 
are not applicable toj 


i Reductions In AMC missions or functions and the 
disestablishment of AMC major subordinate commands, Installations and 
activities when all the personnel involved have transfer- of-f unction rlehts 
and are therefore continued in Federal employment by another organization 
In the same commuting area, 


l-5*b,(4> AMC major subordinate conunands, Installations, and activities 
will submit requests In accordance with l-5.g. below. 

To The Public 


l“5.c,(5) Added, Reference "b above" should read "g below" for AMC 
major subordinate commands, Installations, and activities, "Headquar- 
ters, AMC," should be substituted for 'Department of the Army In (2) and 
(3) above. 

To Headquarters, AMC 

1-5. g. Added, (l) Commanders of AMC major subordinate commands and 
separate installations and aotivltles will: 

(®) Establish appropriate procedures to assure 
adherence to the requirements and procedures of this regulation. 

Submit to Headquarters, AMO, a letter request 
for approval for a single change or combination of changes proposed 
in the categories described in l-5.b,(l). 

( 2 ) Each letter requesting approval of proposed changes 
elude, as Inolosuree, a Report of Actions Having Significant 
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Personnel Implications (Reports Control Symbol AMCPT-lOl) (app l) 
and a draft of Information for Members of Congress (app II), and 
will be submitted to the Commanding General, AMC, ATTN: AMCPT, a 
minimum of 30 days prior to the date proposed for announcement of the 
approved action • 

( 3 ) Where appropriate ^ letters will specifically refer 
to communications on the proposed changes which may have been submitted 
to Headquarters, AMC, previously through such programing and budget 
documents as Commander* s Statements, Cost Perfomance Reports, etc. 

In addition, where the proposed changes result from 

actions previously directed by or through Headquarters, AMC, specific 

citations of such directed actions should be included in the let 

( 4 ) Withhold implementation of proposed personnel 
reductions and transfers until specific authorization to proceed has 
been received from Headquarters, AMC. 

(5) After being notified of Headquarters, 

of a proposed change, and prior to implementing relate pers 

actions: 

(a) Provide Headquarters, AMC (a ml^um of 48 
hours prior to the proposed time of release of infomation 
employees) ,with: 

1 The oronosed date and time (Washington, D. 

tl«.) for r.l.ase at ’ 

notices to employees affected (indicating wnicn yp 

' 2, The current number of employees (Class Act 

and Wage Board) actually to be separated by RIF. 

(b) Provide Headquarters, AMC, with revised pro- 
posed local or national press release, if appropr a 

( \ that no infomation regarding the 

contents of the report on ActJ;®?® Sl^autSS^d'^d^te^SrSIe provided 
Implications is released prior to the autnoriz 

to Headquarters, AMC. 

(6) Prortd. 

effeotlT. a.t.B of the personnel aetione eireo 
employees, with the following: 
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(a) Actual number of employees (Class Act 
and Wage Board) separated reduction-ln-f orce . 


(b) Reason for any deviation of 10 percent or more 
from numbers provided in paragraph 1-5. g. (2). 

(?) Provide Headquarters, AMC, with proposed replies to 
congressional inquiries, as required. 


(8) In the event the action also Involves contractor 
personnel, copy of the Report of Action Having Significant Personnel 
Implications will be provided to the Special Assistant for Labor 
Relations of the initiating command who will attach copy of said report 
to that applicable to contract labor as set forth in AMOR 14-3. 

l-5.h, (l) Commanders of AMC major subordinate commands and separate 
installations and activities will also provide advance information to 
Headquarters, AMO, when (a) reduction-in-force actions affecting less 
f w ^ employees or less than 25 percent of the work force 

(whichever is less) are planned, or (b) separation actions affecting 
25 or more temporary employees are to be effected. Separation of 
temporary summer hire and Youth Opportunity Program employees are 
excepted from thiLs requirement. 


(2) Advance information required by (l) above will 
include activity and location, number and types of employees affected, 
and a brief summaiy of the basis for the action and will be dispatched 
to Headq^rters, AMC, ATTN: AMCPT-CR, at least 10 workdays prior to 
Implementation of the proposed action. 


Section 3 

DETERMINING EMPLOYEES AFFECTED 


Establishment of Competitive Areas 


ParaCTanh 
3-la(l) (added) 


ESTABLISHMENT OP COMPETITIVE AREAS 


JKxtent of Area 


3-la(l) The following policy governs the establishment of competitive 
areas for civilian Government employees of AMC major subordinate commands . 
project manager offices, and separate installations and activities reportinc 
directly to Headquarters, AMC, that do not have their own operating civiliaB 
personnel offices: 
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(a) Major adbQrd^nate commanda . Civilian Government employees of 
»1or subordinate command headquarters will be in separate competitive areas 
from civilian employees of the subordinate installations or activities 
at \.hich they are located. Separate competitive areas are considered 
proper for major subordinate command headquarters because the m as ons, 
functions, and operations are independent from the missions, line xo ,, 
and operations of the subordinate installations or 
staffs ore separately organized and clearly diatinguishabl 
another . 

(b) ma.'a^er offlcaa . Oivlllan 

project manager offices located at Headquarters, JJ-iC 

saM competitive area as other olvillw f SeHt’the 

Civilian employees assigned to project manager o 
headquarters of a major subordinate comand will be 
competitive area as other civilian employees of eg 

oon^and headquarters. When the duty station to which thef empj^oyees 

ore assigned is not the headquarters of a the 

but is within the commuting area of ® ^ ®“^llgjed for employees of 

competitive area will be the same as that ®f „^°^„/offices 
the major subordinate command. competitive area as the 

not covered above will normally be in P assigned. Howev-w, 

other employees of the duty station Jto a 

wherever employees of a project mans g . reduction- in-force 

contractor* s plant where adequate ^Sed S the 

would not be available, such employe s . . manager office is 

competitive area for employees where deration will be given to 

assigned. AMC-wid.e priority cannot be placed at their 

all project manager office employe s Reduction-in-Force . 

duty stations through the application of CPR h;i, neo 

(c) Separate ^■'''*''®^^®^^"^^^a^e^inst allatloror‘Bctivlty p'l^vides 
4^^ ^AAdnnarters. yc. When f ggpLate installation or 

civilian personnel services to ® %C, civilian employees of 

activity reporting activity will be in a separate 

competitive area from the Elation s or activities that report 

Installation. When two in the same commuting area, 

directly to Headquarters, operating civilian personnel office, 

and are provided services by -cmnetltive area, but will not be in- 
they may be combined in a single P ^J^^^ingCihost") installation or 
eluded in the competitive area 01 

activity. , 

(a) Hothlng atove 

‘airing tH. ti* th. r.*.atl»n.ln-foro. 1. ta lug 

place (OPR R3.3-l«)‘ 
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report of actions having SIGNIFIOANT PER5QHNEL TMPUCATTQWS 
(Reporta Control Symbol AMCPT-lOl) 


DATE 

1. NAME AJJD LOCATION OP AMC COMMAND, INSTALLATION, OR ACTIVITy 

2. NATURE or ACTION 

3. PROPOSED EFFECTIVE DATE: (If action la to be phased over a period of 
time, show time-phasing in increments of days following public announce- 
ment, i.a., 30 daya after announcement, 60 days after announcement.) 

4. NUMBER OF CIVILIAN GOVERNMENT EMPLOYEES INVOLVED 

Give total authorized and actual civilian strengths of AMC command, 
installation, or activity (Classification Act, Wage Board) from latest 
strength reports? state proposed number of employees to be fui'loughed, 
separated by reduction-ln-force actions, or transferred (Classification 
Act, Wage Board). Provide a list of numbers of personnel affected, by 
Job title and grade. 

5. REASONS FOR THE PROPOSED ACTION 

a. If funds, be specific, e.g., reduction In procurement of missiles 
and equipment funds resulting In ultimate reduced workload at the 
installation, or research and development funds for R4D projects. 

b. If workload, be specific, e.g., completion of a produoticn order 
or research project. Identify the item or commodity involved. 

c. If both funds and workload, so state and tie the two together. 

d. If other, be specific, e.g., reduction due to management inqjrovement - 
Include specifics regarding the improvement? transfer of function 
from one locality to another - Include details regarding the type of 
functions? consolidation of functions or sei*vlces - Include' details 
regarding the fimctions to be consolidated, 

6. SUPPLEMENTARY INFORMilTICN 

Include Information on size of any previous reductious-in-force at the 
same AMO command, installation, or activity within the past 12 months? 
specific programs and activities to be affected the proposed action? 
specific authorization, budget program, and budget project from which per- 
sonnel etffeoted are paid? the effect o^ the proposed action upon 
basic mission? the dollar amounts Involved? and any other facts which, 
appear to justify the action. Indicate not only the specific programs 
to be cm*^llad or discontinued but also the specific progr^ in which 
the AMC conmand. Installation, or activity will continue to be engaged. 
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Appendix I- -Continued 

7. ACTIONS TAKEN TO MINMIZE IMPACT 

Description of actions taken to adjust and redistribute existing work 
load to keep personnel reduction to a minimum. If appropriate, Meate 
impact on other installations with the same or similar missions. If 
workload and/or mlsalons are being transferred to other locations 
specify installations and locations and Indicate the number of civilir- 
personnel spaces proposed for transfer to na” locations. 

8. EFFECT ON EMPLOYEES 

Reduction to be achieved in authorised Government civilian strength of 
tne AMC command, installation,, or activity. A statistical back-up for 
Include; estimated number of employees to be placed -^n 
existing vacancies^ estimated number of employees who will be lost 
through yoluntax 7 attrition j estjmated number of employees with transfer- 

applicable; estimated actual civilian strength of 
tne .LMC command, installation, or activity followirg reduction raXher 
estimates, pertinent to assessr^.ent of impact on employees, include orono" , 
date(8) for Issuance of notices; statement on the nature and eJcttnt of 

locating other jobs; implementation 
Program for Stability of Employment; 
indication of whether retraining Programs are available through State 

employees of their availability; and 
1 "k market situation, current Department of 

effect 

9. CONGRESSIONAL IMPLICATIONS 

Analysis of Congressional implications including names of interested 
antfclpatS * statement that no Congressional Implications are 

10, PRESS RELEASE 

IssuS!”^ whether a local or national press release is to be 

11. DISPOSITION OP- MANPCWER SPACES SAVED 

Statement as to the use to be made of spaces saved. 


R3-1-2 



AMCR 690-3, C19 

Appendix II 
P0m4AT 

INFORMATION FOR MEMBERS OP CONGRESS 


There will be n reduction-in-force of ( total ho. ) Government civilian 
employees ((No.) Classification Act and (No . ; Wage Board ) ) at the 
(name and location of the /llC command. Installatioti. or activity ) , M ot ice s 
will be Issued to the affected employees today and vjlll be effected on 
(date) 

This reduction-in-force is due to ( general statement of reasons for the 
action and benefits to be derived by the Army ). 

Extensive efforts will be exerted by the (name of command, installation, 
or activity) to place affected Government employees in ether positions at 
the (coiniTiand, installation,^ or activity), in other Federal agencies, and in 
public and private employment. The State employment office and the local 
office of the U. S. Civil Service Conmiission will be contacted to secure 
maximum assistance for personnel being separated. 

Note . If transfers of mission, functions, and/or workload to. other Army 
installations or activities are involved, the Information for 
Members of Congress will include names and locations of installations 
which are to receive 50 or more additional civilian personnel spaces. 
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CHAPTBK R5 

retirement 


General Provieiona 

Section 1 

general provisions 


Section 

1 


Paragrai 

Diaabillty Retirement Initiated by Inatallation 1-15 

DISABILITY RETIREMENT INITIATED BY INSTALLATION 

1-15, An appllontlon Wo^aaon'concnrnlne all 

installation should -hould set forth all the reasons 

details of the case. The application sho^d set lorin . 

for the proposed action. The stated reasons sho^d be suppo^ea y 

evldenoe^f the employee^ Sosf^pJrtant, 

wltoasses, or references to actions, „ w a medical 

the employee should be given a limited to services avail- 

apecialist. This examination need not private 

able in nearby Ctvemment facilities, Th . . basis. In each 

medical specialist may be obtained on « revi^lnr 

case provide full and complete Information for the reviewing 

authority. 
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CHAPTER SI 

SEPARATIONS AND ADVERSE PERSONNEL ACTIONS 


Section 

Oenerel Provialona 1 

Section 1 

GENERAL PROVISIONS 

Paragraph 

Policy i-T(addo 

POLICY 

General 

1-1. la. It will bo the policy of AMC that extreme care will be 
exerciaed to asaure that omployeea will be accorded all of the righ 
and benefits to which they are entitled. Under no clrcumstanceB 
should appointing officers and superviaory officials resort to fine 
shadings or eocoeptlona ao as to defeat the Intent of this policy. 

Actions Having Security Implications 

1-1. lb. In administering adverse actions any reasonable doubt 
will be resolved in favor of the employee eoccept that If 
the adverse action Involves security Implications, any reasonable 
doubt is to be resolved in favor of management. 
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CHAPTER CPPM 1 
Section 9 

CIVILIAN PERSONNEL PROGRAM REPORT 

Subsectlona 


General provisions 9^ 

Civilian personnel program report 91 

Civilian personnel narrative report 92 

(Operating civilian personnel offices) 

Civilian personnel narrative report (Command) 93 


GENERAL PROVISIONS 

90.03. Description of reporting system . 

g. Within USAMC, command evaluations as described above will 
be made by Headquarters, USAMC, and by the headquarters of each of the 
major subordinate commands. These evaluations will include analyses of 
the narrative reports of Installations reporting to these cqpiraands, of 
the quantitative summaries, inspection reports, and of other pertinent 
data bearing on civilian personnel program progress. These evaluation's 
will serve as a basis for command planning of civilian personnel program 
I improvements . 


h. In addition. Headquarters, USAMC, will make a USAMC-wide 
evaluation based on review of the eight command narratives mentioned 
above, and other pertinent data bearing on civilian personnel program 
progress. This evaluation will serve as a basis for Headquarters, 

USAl'iC, civilian personnel program guidance. 

CIVILIAN PERSONNEL PROGRAM REPORT 

91.03, Submission . 

d. Preparing offices within USAMC will sUpmlt a copy of DA 
Form 1346 to their respective commands simultaneously with dispatch of 
the original to the Deputy Chief of Staff for Personnel, Office 
Civilian Personnel (DCSPER-OCP) . 

CIVILIAN PERSONNEL NARRATIVE REPORT 
(OPERATING CIVILIAN PERSONNEL OFFICES) 

92.03, Submission . 

b. Preparing offices at installations and activities reporting 
directly to Headquarters, USAMC, will submit their reports, in qulntuplicate, 
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Headquarters, USAMC, ATTN: AMCPT-CE, by the Uch 
day following the end of each reporting quarter. 


c. Preparing offices at installations and activities 
o a major subordinate command will submit their reports to the ccw 
Dy such date as the command may specify. 


CIVILIAN PERSONNEL NARRATIVE REPORT 
(.COMMAND) 

When prepared and submitted. 


c. Major subordinate commands will submit their narrative 
quintuplicate, to reach Headquarters, USAMC, ATTN: AMCPT-CE, by f-t 
workday following the end of the reporting quarter. It is recognia 
at by this date Army Civilian Personnel Manageraeut Reports may iic 
have been received by the commands. However, all other sources o£ 
information listed in paragraph 93.04b will be available, includins 
liminary analyses of the command's copies of DA Forms 1346 from tine 
reporting installations and activities. Based on chis informationi , 
COTplete narrative should be prepared, including narrative discuss ± 
0*^ the part of individual installations or the command si 
a whole to meet specific published DA operating program goals. 
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